
Amendment No. 2 
to 

Agreement No. 4700 NG190000011 
for 

Social Services 
between 

FRONT STEPS, INC. 
and the 

CITY OF AUSTIN 
(Ausin Resource Center for the Homeless) 

1.0 The City of Austin and the Grantee hereby agree to the Agreement revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is Two Million Seven Hundred Thirty 
Nine Thousand and Fifty Eight dollars ($2,739,058). The total Agreement amount is recapped 
below: 

Term 
Agreement Total Agreement 

ChanQe Amount Amount 

Basic Term: (April 1, 2019 - Sept. 30. 2020) n/a $4,263,587 

Amendment No. 1: Add Funds to Agreement and $102,056 $4,365,643 
Modify Program Exhibits 

Amendment No. 2: Exercise Extension Option #1 $2,739,058 $7,104,701 
(Oct. 1, 2020 - Sept. 30, 2021) 

3.0 The following changes have been made to the original Agreement EXHIBITS: 

Exhibit A.1 -- Program Work Statement is deleted in its entirety and replaced with a new 
Exhibit A.1 -- Program Work Statement. [Revised 10122120201 

Exhibit A.2 -- Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 -- Program Performance Measures. [Revised 1012212920] 

Exhibit B.1 -- Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 -- Program Budget and Narrative. [Revised 10122120201 

Exhibit B.3 -- Compensation Terms is added to the agreement. 

Exhibit C -- Equal Employment/Fair Housing Office/Non-Discrimination Certification is 
deleted in its entirety and replaced with a new Exhibit C - Equal Employment/Fair Housing 
Office/Non-Discrimination Certification, Israel Verification, and Conflicts of Interest [Revised 

4/13/2020] 
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4.0 The Terms and Conditions for this Agreement are deleted in their entirety and replaced with the 

following: 

SECTION 1. GRANT OF AUTHORITY, SERVICES AND DUTIES 

1.1 Engagement of the Grantee. Subject to the general supervision and control of the City and 

subject to the provisions of the Terms and Conditions contained herein, the Grantee is engaged to 

provide the services set forth in the attached Agreement Exhibits. 

1.1.1 This Agreement entered into between the City and the Grantee is designated a Social 

Services REIMBURSAB.LE Agreement. 

1.2 Responsibilities of the Grantee. The Grantee shall provide all technical and professional 

expertise, knowledge, management, and other resources required for accomplishing all aspects of the 

tasks and associated activities identified in the Agreement Exhibits. The Grantee shall assure that all 

Agreement provisions are met by any Subgrantee performing services for the Grantee. 

1.3 Responsibilities of the City. The City's Contract Manager will be responsible for exercising 

general oversight of the Grantee's activities in completing the Program Work Statement. Specifically, 

the Contract Manager will represent the City's interests in resolving day-to-day issues that may arise 

during the term of this Agreement, shall participate regularly in conference calls or meetings for status 

reporting, shall promptly review any written reports submitted by the Grantee, and shall approve all 

requests for payment, as appropriate. The City's Contract Manager shall give the Grantee timely 

feedback on the acceptability of progress and task reports. The Contract Manager's oversight of the 

Grantee's activities shall be for the City's benefit and shall not imply or create any partnership or joint 

venture as between the City and the Grantee. 

1.4 Designation of Key Personnel. The City's Contract Manager for this Agreement, to the extent 

stated in the preceding Section 1.3, shall be responsible for oversight and monitoring of Grantee's 

performance under this Agreement as needed to represent the City's interest in the Grantee's 

performance. 

1.4.1 The City's Contract Manager or designee: 

- may meet with Grantee to discuss any operational issues or the status of the services or work 

to be performed; and 

-shall promptly review all written reports submitted by Grantee, determine whether the reports 

comply with the terms of this Agreement, and give Grantee timely feedback on the adequacy of 

progress and task reports or necessary additional information. 

1.4.2 Grantee's Contract Manager or designee, shall represent the Grantee. with regard to 

performance of this Agreement and shall be the designated point of contact for the City's Contract 

Manager. 

1.4.3 If either party replaces its Contract Manager, that party shall promptly send written notice of 

the change to the other party. The notice shall identify a qualified and competent replacement 

and provide contact information. 

SECTION 2. TERM 

2.1 Term of Agreement. The Agreement shall be extended for a term of 12 months beginning 

October 1, 2020 through September 30, 2021. 

2.1.1 Upon expiration of the initial term or period of extension, the Grantee agrees to hold over 

under the terms and conditions of this Agreement for such a period of time as is reasonably 
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necessary to re-solicit and/or complete the project (not to exceed 120 calendar days unless 

mutually agreed upon in writing). 

SECTION 3. PROGRAM WORK STATEMENT 

3.1 Grantee's Obligations. The Grantee shall fully and timely provide all services described in the 

attached Agreement Exhibits in strict accordance with the terms, covenants, and conditions of the 

Agreement and all applicable federal, state, and local laws, rules, and regulations. 

SECTION 4. COMPENSATION AND REPORTING 

4.1 Agreement Amount The Grantee acknowledges and agrees that, notwithstanding any other 

provision of this Agreement, the maximum amount payable by the City under this Agreement for the 12-

month term shall not exceed the amount approved by City Council, which is $2,739,058 (Two Million 

Seven Hundred Thirty Nine Thousand and Fifty Eight dollars). Continuation of the Agreement 

beyond the 12 months is specifically contingent upon the availability and allocation of funding, and 

authorization by City Council. Additional compensation terms are included in Exhibit B.3. 

4.2 Reports. 

4.2.1 Grantee must submit a fully and accurately completed payment request to the City's 

Contract Manager using the City's contract management system by the deadline outlined in 

Exhibit B.3. Grantee must provide complete and accurate supporting documentation. Upon 

receipt and approval by the City of each complete and accurate payment request, the City shall 

process the payment to the Grantee in an amount equal to the City's payment obligations, subject 

to deduction for any unallowable costs. 

4.2.2 Grantee shall submit a quarterly program performance report using the format and method 

specified by the City no later than 11 :59 p.m. Central Standard Time (CST) 15 calendar days 

following each calendar quarter. If the 15th calendar day falls on a weekend or holiday, as outlined 

in Section 8.24, the deadline to submit the quarterly program performance report is extended to 

no later than 11:59 p.m. CST of the 1st weekday immediately following the weekend or holiday. 

Grantee shall provide complete and accurate supporting documentation upon request by City. 

Payment Requests will not be approved if any accurate and complete performance report, 

including any required documentation, is past due. Performance reports on a frequency other 

than quarterly may be required by the City based upon business needs. 

4.2.3 An annual Contract Progress Report, using the forms in the City's contract management 

system , shall be completed by the Grantee and submitted to the City within 45 calendar days 

following the end of each Program Period. 

4.2.4 A Contract Closeout Summary Report using the forms in the City's contract management 

system shall be completed by the Grantee and submitted to the City within 60 calendar days 

following the expiration or termination of this Agreement Any encumbrances of funds incurred 

prior to the date of termination of this Agreement shall be subject to verification by the City. Upon 

termination of this Agreement, any unused funds, unobligated funds, rebates, credits, or interest 

earned on funds received under this Agreement shall be returned to the City. 

4.2.5 Grantee shall provide the City with a copy of the completed Agency Administration Profile 

(MP) using the forms in the City's contract management system, a·nd required MP Attachments, 

including a copy of the Grantee's completed Internal Revenue Service Form 990 or 990EZ 

(Return of Organization Exempt from Income Tax) if applicable, for each calendar year to be due 
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in conjunction with submission of the Grantee's annual financial audit report or financial review 

report as outlined in Section 4.5.4. If Grantee filed a Form 990 or Form 990EZ extension request, 

Grantee shall provide the City with a copy of that application of extension of time to file (IRS Form 

2758) within 30 days of filing said form(s), and a copy of the final IRS Form 990 document(s) 

immediately upon completion. 

4.2.5.1 Governmental Entities are not required to submit an Agency Administration 

Profile to the City under this Agreement. 

4.2.6 Grantee shall provide other reports required by the City to document the effective and 

appropriate delivery of services as outlined under this Agreement as required by the City. 

4.3 Grantee Policies and Procedures. 

4.3.1 Grantee shall maintain written policies and procedures aligned with best practices and 

approved by its governing body and shall make copies of all policies and procedures available to 

the City upon request. At a minimum. written policies shall exist in the following areas: Financial 

Management; Subcontracting and/or Procurement; Equal Employment Opportunity; Personnel 

and Personnel Grievance; Nepotism; Non-Discrimination of Clients; Client Grievance; Drug Free 

Workplace; the Americans with Disabilities Act; Conflict of Interest; Whistleblower; and Criminal 

Background Checks. 

4.3.2 Grantee shall provide the City with copies of revised Articles of Incorporation and Doing 

Business As (DBA) certificates (if applicable) within 14 calendar days of receipt of the notice of 

filing by the Secretary of State's office. Grantee shall provide the City with copies of revised Bye 

Laws within 14 calendar days of their approval by the Grantee's governing body. 

4.4 Monitoring and Evaluation. 

4.4.1 Grantee agrees that the City or its designee may carry out monitoring and evaluation 

activities to ensure adherence by the Grantee and Subgrantees to the Program Work Statement, 

Program Performance Measures, and Program Budget, as well as other provisions of this 

Agreement. Grantee shall fully cooperate in any monitoring or review by the City and further 

agrees to designate a staff member to coordinate monitoring and evaluation activities. 

4.4.2 The City expressly reserves the right to monitor client-level data related to services 

provided under this Agreement. If the Grantee asserts that client-level data is legally protected 

from disclosure to the City, a specific and valid legal reference to this assertion must be provided 

and is subject to acceptance by the City's Law Department. 

4.4.3 Grantee shall provide the City with copies of all evaluation or monitoring reports received 

from other funding sources during the Agreement Term upon request following the receipt of the 

final report. 

4.4.4 Grantee shall keep on file copies of all notices of Board of Directors meetings, 

Subcommittee or Advisory Board meetings, and copies of approved minutes of those meetings. 

4.5 Financial Audit of Grantee. · 

4.5.1 Grantee shall annually contract with an independent auditor utilizing a Letter of 

Engagement to complete either a full financial audit or financial review. The auditor must be a 

Certified Public Accountant recognized by the regulatory authority of the State of Texas. 

4.5.1.1 Governmental Entities are not required to submit a financial audit to the City 

under this Agreement. 
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4.5.2 In the event Grantee expends $750,000 or more in a year in federal awards, Grantee shall 
have a single or program specific audit conducted in accordance with Chapter 200, Subpart F, of 
Title 2 of the Code of Federal Regulations as required by the Single Audit Act of 1984, as 
amended (Single Audit Act), and shall submit to the City a complete set of audited financial 
statements and the auditor's opinion and management letters in accordance with Chapter 200, 
Subpart F, of Title 2 of the Code of Federal Regulations and any guidance issued by the federal 
Office of Management and Budget covering Grantee's fiscal year until the end of the term of this 
Agreement. · 

4.5.3 If Grantee is not subject to the Single Audit Act, and expends $750,000 or more during the 
Grantee's fiscal year, tl:len Grantee shall have a full financial audit performed in accordance with 
Generally Accepted Auditing Standards (GAAS). If less than $750,000 is expended, then a 
financial review is acceptable, pursuant to the requirements of this Agreement. 

4.5.4 Grantee shall submit a complete financial audit report or financial review which has been 
presented and accepted by the Board of Directors, to include the original auditor Opinion 
Letter/Independent Auditor's Report within 270 calendar days of the end of Grantee's fiscal year, 
unless alternative arrangements are approved in writing by the City. The financial audit report or 

· financial review report must include the Management Letter/Internal Controls Letter, if one was 
issued by the auditor. 

4.5.5 Grantee shall submit an APH Board Certification Form that was signed and dated by the 
Grantee's Board Chair. The APH Board Certification Form confirms that the independent auditor 
presented the financial audit or financial review to the Grantee's Board or committee of the Board 
and that it was accepted by the Grantee's Board of Directors or a committee of the Board. The 
City will deem the financial audit report/financial review report incomplete if the Grantee fails to 
submit the Board Certification form, as required by this Section. 

4.5.6 The inclusion of any Findings or a Going Concern Uncertainty, as defined by Chapter 200, 
Subpart F, of Title 2 of the Code of Federal Regulations and GAAS, in a Grantee's audit requires 
the creation and submission to the City of a corrective action plan formally approved by the 
Grantee's governing board. The plan must be submitted to the City within 60 days after the audit 
is submitted to the City. Failure to submit an adequate plan to the City may result in the 
immediate suspension of funding. If adequate improvement related to the audit findings is not 
documented within a reasonable period of time, the City may provide additional technical 
assistance, refer the Agreement to the City Auditor for analysis, or move to terminate the 
Agreement as specified in Section 5 of the Agreement. 

4.5. 7 The expiration or termination of this Agreement shall in no way relieve the Grantee of the 
audit requirement set forth in this Section. 

4.5.8 Right To Audit By Office of City Auditor. 

4.5.8.1 Grantee agrees that the representatives of the Office of the City Auditor, or other 
authorized representatives of the City, shall have access to, and the right to audit,_ 
examine, and copy any and all records of the Grantee related to the performance under 
this Agreement during normal business hours (Monday- Friday, 8 am - 5 pm). In 
addition to any other rights of termination or suspension set forth herein, the City shall 
have the right to immediately suspend the Agreement, upon written notice to Grantee, if 
Grantee fails to cooperate with this audit provision. The Grantee shall retain all such 
records for a period of 5 years after the expiration or early termination of this Agreement 
or until all audit and litigation matters that the City has brought to the attention of the 
Grantee are resolved, whichever is longer. The Grantee agrees to refund to the City any 
overpayments disclosed by any such audit. 
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4.5.8.2 Grantee shall include this audit requirement in any subagreements entered into 
in connection with this Agreement. 

SECTION 5. TERMINATION 

5.1 Right To Assurance. Whenever one party to the Agreement in good faith has reason to question 
the other party"s intent to perform, demand may be made to the other party for written assurance of the 
intent to perform. In the event that no assurance is given within the time specified after demand is 
made, the demanding party may treat this failure as an anticipatory repudiation of the Agreement. 

5.2 Default. The Grantee shall be in default under the Agreement if the Grantee (a) fails to fully, 
timely and faithfully perform any of its material obligations under the Agreement, (b) fails to provide 
adequate assurance of performance under the "Right to Assurance" paragraph herein, (c) becomes 
insolvent or seeks relief under the bankruptcy laws of the United States or (d) makes a material 
misrepresentation in Grantee's Offer, or in any report or deliverable required to be submitted by 
Grantee to the City. 

5.3 Termination For Cause. In the event of a default by the Grantee, the City shall have the right to 
terminate the Agreement for cause, by written notice effective 1 O calendar days, unless otherwise 
specified, after the date of such notice, unless the Grantee, within such 10 day period, cures such 
default, or provides evidence sufficient to prove to the City's reasonable satisfaction that such default 
does not, in fact, exist. The City may place Grantee on probation for a specified period of time within 
which the Grantee must correct any non-compliance issues. Probation shall not normally be for a 
period of more than 9 months; however, it may be for a longer period, not to exceed 1 year depending 
on the circumstances. If the City determines the Grantee has failed to perform satisfactorily during the 
probation period, the City may proceed with suspension. In the event of a default by the Grantee, the 
City may suspend or debar the Grantee in accordance with the "City of Austin Purchasing Office 
Probation, Suspension and Debarment Rules for Vendors" and remove the Grantee from the City's 
vendor list for up to 5 years and any Offer submitted by the Grantee may be disqualified for up to 5 
years. In addition to any other remedy available under law or in equity, the City shall be entitled to 
recover all actual damages, costs, losses and expenses, incurred by the City as a result of the 
Grantee's default, including, without limitation, cost of cover, reasonable attorneys' fees, court costs, 
and prejudgment and post-judgment interest at the maximum lawful rate. All rights and remedies under 
the Agreement are cumulative and are not exclusive of any other right or remedy provided by law. 

5.4 Termination Without Cause. The City shall have the right to terminate the Agreement, in whole 
or in part, without cause any time upon 30 calendar-days prior written notice. Upon receipt of a notice 
of termination, the Grantee shall promptly cease all further work pursuant to the Agreement, with such 
exceptions, if any, specified in the notice of termination. The City shall pay the Grantee, to the extent of 
funds appropriated or otherwise legally available for such purposes, for all goods delivered and 
services performed and obligations incurred prior to the date of termination in accordance with the 
terms hereof. 

5.5 Fraud. Fraudulent statements by the Grantee on any Offer or in any report or deliverable 
required to be submitted by the Grantee to the City shall be grounds for the termination of the 
Agreement for cause by the City and may result in legal action. 

SECTION 6. OTHER DELIVERABLES 

6.1 Insurance. The following insurance requirements apply: 

6.1.1 General Requirements 
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6.1.1.1 The Grantee shall at a minimum carry insurance in the types and amounts 
indicated herein for the duration of the Agreement and during any warranty period. 

6.1.1.2 The Grantee shall provide a Certificate of Insurance as verification of coverages 
required below to the City at the below address prior to Agreement execution and within 
14 calendar days after written request from the City. 

6.1.1.3 The Grantee must also forward a Certificate of Insurance to the City whenever a 
previously identified policy period has expired, or an extension option or holdover period is 
exercised, as verification of continuing coverage. 

6.1.1.4 The Grantee shall not commence work until the required insurance is .obtained and 
has been reviewed by the City. Approval of insurance by the City shall not relieve or 
decrease the liability of the Grantee hereunder and shall not be construed to be a 
limitation of liability on the part of the Grantee. 

6.1.1.5 The Grantee must maintain and make available to the City, upon request, 
Certificates of Insurance for all Subgrantees. 

6.1.1.6 The Grantee's and all Subgrantees' insurance coverage shall be written by 
companies licensed to do business in the State of Texas at the time the policies are issued 
and shall be Written by companies with A.M. Best ratings of B+VII or better. The City will 
accept workers' compensation coverage written by the Texas Workers' Compensation 
Insurance Fund. 

6.1.1. 7 All endorsements naming the City as additional insured, waivers, and notices of 
cancellation endorsements as well as the Certificate of Insurance shall contain the 
Grantee's email address, and shall be mailed to the following address: 

City of Austin 
Austin Public Health 
ATTN: Social Services Contracts 
P. 0. Box 1088 
Austin, Texas 78767 

6.1.1.8 The "other" insurance clause shall not apply to the City where the City is an 
additional insured shown on any policy. It is intended that policies required in the 
Agreement, covering both the City and the Grantee, shall be considered primary coverage 
as applicable. 

6.1.1.9 If insurance policies are not written for amounts specified, the Grantee shall carry 
Umbrella or Excess Liability Insurance for any differences in amounts specified. If Excess 
Liability Insurance is provided, it shall follow the form of the primary coverage. 

6.1.1.10 The City shall be entitled, upon request, at an agreed upon location, and without 
expense, to review certified copies· of policies and endorsements thereto and may make 
any reasonable requests for deletion or revision or modification of particular policy terms, 
conditions, limitations, or exclusions except where policy provisions are established by law 
or regulations binding upon either of the parties hereto or the underwriter on any such 
policies. 

6.1.1.11 The City reserves the right to review the insurance requirements set forth during 
the effective period of the Agreement and to make reasonable adjustments to insurance 
coverage, limits, and exclusions when deemed necessary and prudent by the City based 
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upon changes in statutory law, court decisions, the claims history of the industry or 
financial condition of the insurance company as well as the Grantee. 

6.1.1.12 The Grantee shall not cause any insurance to be canceled nor permit any 
insurance to lapse during the term of the Agreement or as required in the Agreement. 

6.1.1.13 The Grantee shall be responsible for premiums, deductibles and self-insured 
retentions, if any, stated in policies. All deductible.s or self-insured retentions shall be 
disclosed on the Certificate of Insurance. 

6.1.1.14 The Grantee shall endeavor to provide the City 30 calendar-days written notice of 
erosion of the aggregate limits below occurrence limits for all applicable coverages 
indicated within the Agreement. 

6.1.2 Specific Coverage Requirements. The Grantee shall at a minimum carry insurance in 
the types and amounts indicated below for the duration of the Agreement, including extension 
options and hold over periods, and during any warranty period. These insurance coverages are 
required minimums and are not intended to limit the responsibility or liability of the Grantee. 

6.1.2.1 Commercial General Liability Insurance. The minimum bodily injury and 
property damage per occurrence are $500,000* for coverages A (Bodily Injury and 
Property Damage) and B (Personal and Advertising Injuries). The policy shall contain the 
following provisions and endorsements. 

6.1.2.1.1 Blanket contractual liability coverage for liability assumed under the 
Agreement and all other Agreements related to the project 

6.1.2.1.2 Independent Grantee's Coverage 

6.1.2.1.3 Products/Completed Operations Liability for the duration of the 
warranty period 

6.1.2.1.4 Waiver of Subrogation, Endorsement CG 2404, or equivalent 
coverage 

6.1.2.1.5 Thirty (30) calendar-days' Notice of Cancellation, Endorsement CG 
0205, or equivalent coverage 

6.1.2.1.6 The "City of Austin" listed as an additional insured, Endorsement CG 
2010, or equivalent coverage 

6.1.2.1. 7 If care of a child is provided outside the presence of a legal guardian 
or parent, Grantee shal.1 provide coverage for sexual abuse and 
molestation for a minimum limit of $500,000 per occurrence. 

6.1.2.1.8 The policy shall be endorsed to cover injury to a child while the child is 
in the care of the Grantee or Subgrantee. 

* Supplemental Insurance Requirement. If eldercare, childcare, or housing for 
clients is provided, the required limits shall be $1,000,000 per occurrence. 

6.1.2.2 Business Automobile Liability Insurance. 

Minimum limits: $500,000 combined single limit per occurrence for all owned, hired 
and non-owned autos 

Social Services Agreement Amendment Page 8 of 19 



a. a. If any form of transportation for clients is provided, coverage for all owned, 
non-owned, and hired vehicles shall be maintained with a combined single limit 
of $1,000,000 per occurrence. 

b. If Grantee does not own any vehicles, a signed "Hired & Non-Owned Auto" 
Statement may be provided in conjunction with evidence of non-owned and hired 
Business Automobile Liability Insurance coverage. 

c. b. If no client transportation is provided but autos are used within the scope of 
work, and there are no agency owned vehicles, evidence of Personal Auto Policy 
coverage from each person using their auto may be provided. The following limits 
apply for personal auto insurance: $100,000/$300,000/$100,000. 

All policies shall contain the following endorsements: 

6.1.2:2.1. 

6.1.2.2.2. 

6.1.2.2.3 

Waiver of Subrogation, Endorsement CA 0444, or equivalent 
coverage 
Thirty (30) calendar-days' Notice of Cancellation, Endorsement CA 
0244, or equivalent coverage 
The "City of Austin" listed as an additional insured, Endorsement CA 
2048, or equivalent coverage 

6.1.2.3 Worker's Compensation and Employers' Liability Insurance. Coverage is 
required of Grantees providing services on City owned or leased property, and shall be 
consistent with statutory benefits outlined in the Texas Worker's Compensation Act 
(Section 401 ). The minimum policy limits for Employer's Liability are $100,000 bodily 
injury each accident, $500,000 bodily injury by disease policy limit and $100,000 bodily 
injury by disease each employee. The policy shall contain the following provisions and 
endorsements: 

6.1.2.3.1 The Grantee's policy shall apply to the State of Texas 

6.1.2.3.2 Waiver of Subrogation, Form WC 420304, or equivalent coverage 

6.1.2.3.3 Thirty (30) calendar-days' Notice of Cancellation, Form WC 420601, 
or equivalent coverage 

6.1.2.4 Professional Liability Insurance. 

6.1.2.4.1 Grantee shall provide coverage at a minimum limit of $500,000 per 
claim to pay on behalf of the assured all sums which the assured shall become 
legally obligated to pay as damages by reason of any negligent act, error, or 
omission arising out of the performance of professional services under this 
Agreement. 

6.1.2.4.2 If coverage is written on a claims-made basis, the retroactive date 
shall be prior to or coincident with the date of the Agreement and the certificate of 
insurance shall state that the coverage is claims-made and indicate the 
retroactive date. This coverage shall be continuous and will be provided for 24 
months following the completion of the Agreement. 

6.1.2.5 Blanket Crime Policy Insurance. A Blanket Crime Policy shall be required with 
limits equal to or greater than the sum of all Agreement funds allocated annually by the 
City. Acceptance of alternative limits shall be approved by Risk Management. 
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6.1.2.6 Directors and Officers Insurance. Directors and Officers Insurance with a 
minimum of not less than $1,000,000 per claim shall be in place for protection from claims 
arising out of negligent acts, errors or omissions for directors and officers while acting in 
their capacities as such. If coverage is underwritten on a claims-made basis, the · 
retroactive date shall be coincident with or prior to the date of the Agreement and the 
certificate of insurance shall state that the coverage is claims made and the retroactive 
date.· The coverage shall be continuous for the duration of the Agreement and for not less 
than 24 months following the end of the Agreement. Coverage, including renewals, shall 
have the same retroactive date as the original policy applicable to the Agreement or 
evidence of prior acts or an extended reporting period acceptable to the City may be 
provided. The Grantee shall, on at least an annual basis, provide the City with a 
Certificate of Insurance as evidence of such insurance. 

6.1.2.7 Property Insurance. If the Agreement provides funding for the purchase of 
property or equipment the Grantee shall provide evidence of all risk property insurance 
for a value equivalent to the replacement cost of the property or equipment. 

6.1.2.8 Endorsements. The specific insurance coverage endorsements specified 
above, or their equivalents, must be provided. In the event that endorsements, which are 
the equivalent of the required coverage, are proposed to be substituted for the required 
coverage, copies of the equivalent endorsements must be provided for the City's review 
and approval. 

6.1.2.9 Certificate. The following statement must be shown on the Certificate of 
Insurance. 

"The City of Austin is an Additional Insured on the general liability and the auto liability policies. A 
Waiver of Subrogation is issued in favor of the City of Austin for general liability, auto liability and 
workers compensation policies." 

6.2 Equal Opportunity. 

6.2.1 Equal Employment Opportunity. No Grantee or Grantee's agent shall engage in 
any discriminatory employment practice as defined in Chapter 5-4 of the City Code. No Bid 
submitted to the City shall be considered, nor any Purchase Order issued, or any Agreement 
awarded by the City unless the Grantee has executed and filed with the City Purchasing Office a 
current Non-Discrimination Certification. The Grantee shall sign and return the Non
Discrimination Certification attached hereto as Exhibit C. Non-compliance with Chapter 5-4 of the 
City Code may result in sanctions, including termination of the Agreement and the Grantee's 
suspension or debarment from participation cin future City Agreements until deemed compliant 
with Chapter 5-4. Any Subgrantees used in the performance of this Agreement and paid with City 
funds must comply with the same nondiscriminati_on requirements as the Grantee. 

6.2.2 Americans with Disabilities Act (ADA) Compliance. No Grantee, or Grantee's 
agent shall engage in any discriminatory employment practice against individuals with disabilities 
as defined in the ADA. 

6.3 Inspection of Premises. The City has the right to enter Grantee's and Subgrantee's work 
facilities and premises during Grantee's regular work hours, and Grantee agrees to facilitate a 
review of the .facilities upon reasonable request by the City. 

6.4 Rights to Proposal and .Contractual Material. All material submitted by the Grantee to the City 
shall become property of the City upon receipt. Any portions of such material claimed by the 
Grantee to be propri.etary must be clearly marked as such. Determination of the public nature of 
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the material is subject to the Texas Public Information Act, Chapter 552, Texas Government 
Code. 

6.5 Publications. All published material and written reports submitted under the Agreement must be 
originally developed material unless otherwise specifically provided in the Agreement. When 
material not originally developed is included in a report in any form, the source shall be identified. 

SECTION 7. · WARRANTIES 

7.1 Authority. Each party warrants and represents to the other that the person signing this 
Agreement on its behalf is authorized to do so, that it has taken all action necessary to approve this 
Agreement, and that this Agreement is a lawful and binding obligation of the party. 

7.2 Performance Standards. Grantee warrants and represents that all services provided under this 
Agreement shall be fully and timely performed in a good and workmanlike manner in accordance with 
generally accepted community standards and, if applicable, professional standards and practices. 
Grantee may not limit, exclude, or disclaim this warranty or any warranty implied by law, and any 
attempt to do so shall be without force or effect. If the Grantee is unable or unwilling to perform its 
services in accordance with the above standard as required by the City, then in addition to any other 
available remedy, the City may reduce the amount of services it may be required to purchase under the 
Agreement from the Grantee, and purchase conforming services from other sources. In such event, the 
Grantee shall pay to the City upon demand the increased cost, if any, incurred by the City to procure 
such services from another source. Grantee agrees to participate with City staff to update the 
performance measures. 

SECTION 8. MISCELLANEOUS 

8.1 Criminal Background Checks. Grantee and Subgrantee(s) agree to perform a criminal 
background check on individuals providing direct client services in programs designed for children 
under 18 years of age, seniors 55 years of age and older, or persons with Intellectual and 
Developmental Disabilities (!DD). Grantee shall not assign or allow an individual to provide direct client 
service in programs designed for children under 18 years of age, seniors 55 years of age and. older, or 
persons with !DD if the individual would be barred from contact under the applicable program rules 
established by Title 40 of the Texas Administrative Code. 

8.1.1 In accordance with the Grantee's personnel and records retention policies, the Grantee 
shall retain documentation that a criminal background check was completed. 

8.2 Compliance with· Health. Safety. and Environmental Regulations. The Grantee, its 
Subgrantees, and their respective employees, shall comply fully with all applicable federal, state, and 
local health, safety, and environmental laws, ordinances, rules and regulations in the performance of 
the services, including but not limited to those promulgated by the City and by the Occupational Safety 
and Health Administration (OSHA), and those found in the Clean Air Act (42 U.S.C. 7401-7671q), the 
Federal Water Pollution Control Act as amended (33 U.S.C. 1251-1387), and the Energy Policy and 
Conservation Act (42 U.S.C. 6201). In case of conflict, the most stringent safety requirement shall 
govern. The Grantee shall indemnify and hold the City harmless from and against all claims, demands, 
suits, actions, judgments, fines, penalties and liability of every kind arising from the breach of the 
Grantee's obligations under this paragraph. 

8.2.1 The Grantee or Subgrantee(s) seeking an exemption for a food enterprise permit fee must 
present this signed and executed social services Agreement upon request to the City. 
(Source: City of Austin Ordinance 20051201-013) 
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8.3 Stop Work Notice. The City may issue an immediate Stop Work Notice in the event the Grantee 
is observed performing in a manner that the City reasonably believes is in violation of federal, state, or 
local guidelines, or in a manner that is determined by the City to be unsafe to either life or property. 
Upon notification, the Grantee will cease all work until notified by the City that the violation or unsafe 
condition has been corrected. The Grantee shall be liable for all costs incurred by the City as a result 
of the issuance of such Stop Work Notice. 

8.4 Indemnity. 

8.4.1 Definitions: 

8.4.1.1 "Indemnified Claims" shall include any and all claims, demands, suits, causes- of 
action, judgments and liability of every character, type or description, including all 
reasonable costs and expenses of litigation, mediation or other alternate dispute resolution 
mechanism, including attorney and other professional fees for: 

8.4.1.1.1 damage to or loss of the property of any person (including, but not limited 
to the City, the Grantee, their respective agents, officers, employees and 
Subgrantees; the officers, agents, and employees of such Subgrantees; and third 
parties); and/or; 

8.4.1.1.2 death, bodily injury, illness, disease, worker's compensation, loss of 
services, or loss of income or wages to any person (including but not limited to the 
agents, officers and employees of the City, the Grantee, the Grantee's 
Subgrantees, and third parties), 

8.4.1.2 "Fault" shall include the sale of defective or non-conforming deliverables, 
negligence, willful misconduct, or a breach of any legally imposed strict liability standard. 

8.4.2 THE GRANTEE SHALL DEFEND (AT THE OPTION OF THE CITY), INDEMNIFY, AND HOLD THE CITY, 
ITS SUCCESSORS, ASSIGNS, OFFICERS, EMPLOYEES AND ELECTED OFFICIALS HARMLESS FROM AND 
AGAINST ALL INDEMNIFIED CLAIMS DIRECTLY _ARISING OUT OF, INCIDENT TO, CONCERNING OR 
RESULTING FROM THE FAULT OF THE GRANTEE, OR THE GRANTEE'S AGENTS, EMPLOYEES OR 

· SUBGRANTEES, IN THE PERFORMANCE OF THE GRANTEE'S OBLIGATIONS UNDER THE AGREEMENT. 
NOTHING HEREIN SHALL BE DEEMED TO LIMIT THE RIGHTS OF THE CITY OR THE GRANTEE {INCLUDING, 
BUT NOT LIMITED TO, THE RIGHT TO SEEK CONTRIBUTION) AGAINST ANY THIRD PARTY WHO MAY BE 
LIABLE FOR AN INDEMNIFIED CLAIM. 

8.5 Claims. If any claim, demand, suit, or other action is asserted against the Grantee which arises 
under or concerns the Agreement, or which could have a· material adverse effect on the Grantee's 
ability to perform hereunder, the Grantee shall give Written notice thereof to the City within 10 calendar 
days after receipt of notice by the Grantee. Such notice to the City shall state the date of notification of 
any such claim, demand, suit, or other action; the names and addresses of the claimant(s); the basis 
thereof; and the name of each person against whom such claim is being asserted. Such notice shall be 
delivered personally or by mail and shall be sent to the City and to the Austin City Attorney. Personal 
delivery to the City Attorney shall be to City Hall, 301 West 2°d Street, 4th Floor, Austin, Texas 78701, 
and mail delivery shall be to P.O. Box 1088, Austin, Texas 78767. 

8.6 Business Continuity. Grantee warrants that it has adopted a business continuity plan that 
describes how Grantee will continue to provide services in the event of an emergency or other 
unforeseen event, and agrees to maintain the plan on file for review by the City. Grantee shall provide 
a copy of the plan to the City's Contract Manager upon request at any time during the term of this 
Agreement, and the requested information regarding the Business Continuity Plan shall appear in the 
annual AAP documentation. 
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8.6.1 Grantee agrees to participate in the City's Emergency Preparedness and Response Plan 
and other disaster planning processes. Grantee participation includes assisting the City to 
provide disaster response and recovery assistance to individuals and families impacted by 
manmade or natural disasters. 

8.7 Notices. Unless otherwise specified, all notices, requests, or other communications required or 
appropriate to be given under the Agreement shall be in writing and shall be deemed delivered 3 
business days after postmarked if sent by U.S. Postal Service Certified or Registered Mail, Return 
Receipt Requested. Notices delivered by other means shall be deemed delivered upon receipt by the 
addressee. Routine communications may be rnade by first class mail, email, or other commercially 
accepted means. Notices to the City and the Grantee shall be addressed as follows: 

To the City: 
City of Austin 
Austin Public Health 
Health Equity and Community 
Engagement Division 
ATTN: Adrienne Sturrup, 

Assistant Director 
7201 Levander Loop, Bldg. E 
Austin, TX 78702 

To the Grantee: 
Front Steps, Inc. 

ATTN: Amy Temperly, Interim 
Executive Director 
500 E. 7th Street 
Austin, TX 78701 

With copy to: 
City of Austin 
Austin Public Health 

ATTN: Stephanie Hayden, 
Director 

7201 Levander Loop, Bldg. E 
Austin, TX 78702 

8.8 Confidentiality. In order to provide the deliverables to the City, Grantee may require access to 
certain of th_e City's and/or its licensors' confidential information (including inventions, employee 
information, trade secrets, confidential know-how, confidential business information, and other 
information which the City or its licensors consider confidential) (collectively, "Confidential Information"). 
Grantee acknowledges and agrees that the Confidential Information is the valuable property of the City 
and/or its licensors and any unauthorized use, disclosure, dissemination, or other release of the 
Confidential Information will substantially injure the City and/or its licensors. The Grantee (including its 
employees, Subgrantees, agents, or representatives) agrees that it will maintain the Confidential 
Information in strict confidence and shall not disclose, disseminate, copy, divulge, recreate, or 
otherwise use the Confidential Information without the prior written consent of the City or in a manner 
not expressly permitted under this Agreement, unless the Confidential Information is required to be 
disclosed by law or an order of any court or other governmental authority with proper jurisdiction, 
provided the Grantee promptly notifies the City before disclosing such information so as to permit the 
City reasonable time to seek an appropriate protective order. The Grantee agrees to use protective 
measures no less stringent than the Grantee uses within its own business to protect its own most 
valuable information, which protective measures shall under all circumstances be at least reasonable 
measures to ensure the continued confidentiality of the Confidential Information. 

8.9 Advertising. Where such action is appropriate as determined by the City, Grantee shall publicize 
the activities conducted by the Grantee under this Agreement. Any news release, sign, brochure, or 
other advertising medium including websites disseminating information prepared or distributed by or for 
the Grantee shall recognize the City as a funding source and include a statement that indicates that the 
information presented does not officially represent the opinion or policy position of the City. 

8.1 O No Contingent Fees. The Grantee warrants that no person or selling agency has been 
employed or retained to solicit or secure the Agreement upon any agreement or understanding for 
commission, percentage, brokerage, or contingent fee, excepting bona fide employees of bona fide 
established commercial or selling agencies maintained by the Grantee for the purpose of securing 
business. For breach or violation of this warranty, the City shall have the right, in addition to any other 
remedy available, to cancel the Agreement without liability and to deduct from any amounts owed to the 
Grantee, or otherwise recover, the full amount of such commission, percentage, brokerage or 
contingent fee. 
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8.11 Gratuities. The City may, by written notice to the Grantee, cancel the Agreement without 
liability if it is determined by the City that gratuities were offered or given by the Grantee or any agent or 
representative of the Grantee to any officer or employee of the City with a view toward securing the 
Agreement or securing favorable treatment with respect to the awarding or amending or the making of 
any determinations with respect to the performing of such Agreement. In the event the Agreement is 
canceled by the City pursuant to this provision, the City shall be entitled, in addition to any other rights 
and remedies, to recover or withhold the amount of the cost incurred by the Grantee in providing such 
gratuities. 

8.12 Prohibition Against Personal Interest in Agreements. No officer, employee, independent 
consultant, or elected official of the City who is involved in the development, evaluation, or decision
making process of the performance of any solicitation shall have a financial interest, direct or indirect, in 
the Agreement resulting from that solicitation. Any willful violation of this Section shall constitute 
impropriety in office, and any officer or employee guilty thereof shall be subject to disciplinary action up 
to and including dismissal. Any violation of this provision, with the knowledge, expressed or implied, of 
the Grantee shall render tl:le Agreement voidable by the City. 

8.13 Independent Grantee. The Agreement shall not be construed as creating an employer/employee 
relationship, a partnership, or a joint venture. The Grantee's services shall be those of an independent 
Grantee. The Grantee agrees and understands that the Agreement does not grant any rights or 
privileges established for employees of the City. 

8.14 Assignment-Delegation. The Agreement shall be binding upon and inure to the benefit of the 
City and the Grantee and their respective successors and assigns, provided however, that no right or 
interest in the Agreement shall be assigned and no obligation shall be delegated by the Grantee without 
the prior written consent of the City. Any attempted assignment or delegation by the Grantee shall be 
void unless made in conformity with this paragraph. The Agreement is not intended to confer rights or 
benefits on any person, firm or entity not a party hereto; it being the intention of the parties that there be 
no t.hird party beneficiaries to the Agreement. 

8. 15 Waiver. No claim or right arising out of a breach of the Agreement can be discharged in whole 
or in part by a waiver or renunciation of the claim or right unless the waiver or renunciation is supported 
by consideration and is in writing signed by the aggrieved party. No waiver by either the Grantee or the 
City of any one or more events of default by the other party shall operate as, or be construed to be, a 
permanent waiver of any rights or obligations under the Agreement, or an express or implied 
acceptance of any other existing or future default or defaults, whether of a similar or different character. 

8.16 Modifications. TheAgreement can be modified or amended only by a written, signed agreement 
by both parties. No pre-printed or similar terms on any Grantee invoice, order, or other document shall 
have any force or effect to change the terms, covenants, and conditions of the Agreement. 

8.17 Interpretation. The Agreement is intended by the parties as a final, complete and exclusive 
statement of the terms of their agreement. No course of prior dealing between the parties or course of 
performance or usage of the trade shall be relevant to supplement or explain any term used in the 
Agreement. Although the Agreement may have been substantially drafted by one party, it is the intent 
of the parties that all provisions be construed in a manner to be fair to both parties, reading no 
provisions more strictly against one party or the other. Whenever a term defined by the Unifonm 
Cornmercial Code, as enacted by the State of Texas, is used in the Agreement, the UCC definition shall 
control, unless otherwise defined in the Agreement. 

8. 18 Dispute Resolution. 

8.18.1 If a dispute arises out of or relates to the Agreement, or the breach thereof, the parties 
agree to negotiate prior to prosecuting a suit for damages. However, this section does not 
prohibit the filing of a lawsuit to toll the running of a statute of limitations or to seek injunctive 
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relief. Either party may make a written request for a meeting between representatives of each 
party within 14 calendar days after receipt of the request or such later period as agreed by the 
parties. Each party shall include, at a minimum, 1 senior level individual with decision-making 
authority regarding the dispute. The purpose of this and any subsequent meeting is to attempt in 
good faith to negotiate a resolution of the dispute. If, within 30 calendar days after such meeting, 
the parties have not succeeded in negotiating a resolution of the dispute, they will proceed directly 
to mediation as described below. Negotiation may be waived by a written agreement signed by 
both parties, in which event the parties may proceed directly to mediation as described below. 

8.18.2 If the efforts to resolve the dispute through negotiation fail, or the parties waive the 
negotiation process, the parties may select, within 30 calendar days, a mediator trained in 
mediation skills to assist with resolution of the dispute. Should they choose this option, the City 
and the Grantee agree to act in good faith in the selection of the mediator and to give 
consideration to qualified individuals nominated to act as mediator. Nothing in the Agreement 
prevents the parties from relying on the skills of a person who is trained in the subject matter of 
the dispute or an Agreement interpretation expert. If the parties fail to agree on a mediator within 
30 calendar days of initiation of the mediation process, the mediator shall be selected by the 
Travis County Dispute Resolution Center (DRC). The parties agree to participate in mediation in 
good faith for up· to 30 calendar days from the date of the first mediation session. The City and 
the Grantee will share the mediator's fees equally and the parties will bear their own costs of 
participation such as fees for any consultants or attorneys they may utilize to represent them or 
otherwise assist them in the mediation. 

8.19 Minority and Women Owned Business Enterprise (MBEIWBEl Procurement Program 

MBE/WBE goals do not apply to this Agreement. 

8.20 Living Wage Policy (If Applicable) 

The City's Living Wage Program applies to City expenditure and revenue generating non
construction contracts where all of the following apply: 
• Contract is predominantly for non-construction services performed on City Property or on City 
Vehicles; 
• Contract results from a formal competitive solicitation, procedurally compliant with section 
252.021 of the Texas Local Government Code; 
• Contract requires authorization by City Council in accordance with Article VII, Finance, Section 
15 (Purchase Procedure) of the City Charter; and 
• Directly assigned Contractor Employees of the Prime Contractor and all tiers of subcontracting. 

8.20.1 The Grantee shall maintain throughout the term of the Agreement basic employment and 
wage information for each employee as required by the Fair Labor Standards Act (FLSA). 
8.20.2 The Grantee shall provide the Department's Contract Manager with the first invoice, 
individual Employee Certifications for all employees directly assigned to the Agreement. The City 
reserves the right to request individual Employee Certifications at any time during the Agreement 
term. Employee Certifications shall be signed by each employee directly assigned to the 
Agreement. The Employee Certification form is available on-line at: 
https://www.austintexas.gov/financeonline/vendor connection/index.cfm. 
8.20.3 Grantee shall submit employee certifications annually on the anniversary date of 
Agreement award with the respective invoice to verify that employees are paid the Living Wage 
throughout the term of the Agreement. The Employee Certification Forms shall be submitted for 
employees added to the Agreement and/or to report any employee changes as they occur. 
8.20.4 The Department's Contract Manager will periodically review the employee data submitted 
by the Grantee to verify compliance with this Living Wage provision. The City retains the right to 
review employee records required in paragraph 8.20.1 above to verify compliance with this 
provision. 
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8.21 Subqrantees. 

8.21.1 Work performed for the Grantee by a Subgrantee shall be pursuant to a written Agreement 
between the Grantee and Subgrantee. The terms of the Subagreement may not conflict with the 
terms of the Agreement, and shall contain provisions that 

8.21.1.1 require that all deliverables to be provided by the Subgrantee be provided in 
strict accordance with the provisions, specifications and terms of the Agreement. The City 
may require specific documentation to confirm Subgrantee compliance with all aspects of 
this Agreement. 

8.21.1.2 prohibit the Subgrantee from further subcontracting any portion of the Agreement 
without the prior written consent of the City and the Grantee. The City may require, as a 
condition to such further subcontracting, that the Subgrantee post a payment bond in form, 
substance and amount acceptable to the City; 

8.21.1.3 require Subgrantees to submit all requests for payment and applications for 
payments, including any claims for additional payments, damages or otherwise, to the 
Grantee in sufficient time to enable the Grantee to include the same with its invoice or 
application for payment to the City in accordance with the terms of the Agreement; 

8.21.1.4 require that all Subgrantees obtain and maintain, throughout the term of their 
Subagreement, insurance in the type required by this Agreement, and in amounts 
appropriate for the amount of the Subagreement, with the City being a named insured as 
its interest shall appear; 

8.21.1.5 require that the Subgrantees indemnify and hold the City harmless to the same 
extent as the Grantee is required to indemnify the City; and 

8.21.1.6 maintain and make available to the City, upon request, Certificates of Insurance 
for all Subgrantees. 

8.21.2 The Grantee shall be fully responsible to the City for all acts and omissions of the 
Subgrantees just as the Grantee is responsible for the Grantee's own acts and omissions. 
Nothing in the Agreement shall create for the benefit of any such Subgrantee any contractual 
relationship between the City and any such Subgrantee, nor shall it create any obligation on the 
part of the City to pay or to see to the payment of any moneys due any such Subgrantee except 
as may otherwise be required by law. 

8.21.3 The Grantee shall pay each Subgrantee its appropriate share of payments made to the 
Grantee not later than 1 O days after receipt of payment from the City. 

8.22 Jurisdiction and Venue. The Agreement is made under and shall be governed by the laws of 
the State of Texas, including, when applicable, the Uniform Commercial Code as adopted in Texas, 
V.T.C.A., Bus. & Comm. Code, Chapter 1, excluding any rule or principle that would refer to and apply 
the substantive law of another state or jurisdiction. All issues arising from this Agreement shall be 
resolved in the courts of Travis County, Texas and the parties agree to submit to the exclusive personal 
jurisdiction of such courts. The foregoing, however, shall not be construed or interpreted to limit or 
restrict the right or ability of the City to seek and secure injunctive relief from any competent authority 
as contemplated herein. 

8.23 Invalidity. The invalidity, illegality, or unenforceability of any provision of the Agreement shall in 
no way affect the validity or enforceability of any other portion or provision of the Agreement. Any void 
provision shall be deemed severed from the Agreement and the balance of the Agreement shall be 
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construed and enforced as if the Agreement did not contain the particular portion or provision held to be 
void. The parties further agree to reform the Agreement to replace any stricken provision with a valid 
provision that comes as close as possible to the intent of the stricken provision. The provisions of this 
Section shall not prevent this entire Agreement from being void should a provision which is the essence 
of the Agreement be determined to be void. 

8.24 Holidays. The following holidays are observed by the City: 

HOLIDAY DATE OBSERVED 
New Year's Day January 1 

Martin Luther King, Jr's Birthday- Third Monday in January 
President's Day Third Monday in February 
Memorial Day Last Monday in May 

Independence Day July 4 
Labor Day First Monday in September 

Veteran's Day November 11 
Thanksgiving Day Fourth Thursday in November 
Friday after Thanksgiving Friday after Thanksgiving 
Christmas Eve December 24 
Christmas Day December25 

If a Legal Holiday falls on Saturday, it will be observed on the preceding Friday. 
If a Legal Holiday falls on Sunday, it will be observed on the following Monday. 

8.25 Survivability of Obligations. All provisions of the Agreement that impose continuing obligations 
on the parties, including but not limited to the warranty, indemnity, and confidentiality obligations of the 
parties, shall survive the expiration or termination of the Agreement. 

8.26 Non-Suspension or Debarment Certification. The City is prohibited from contracting with or 
making prime or sub-awards to parties that are suspended or debarred or whose principals are 
suspended or debarred from federal, siate, or City Agreements. By accepting an Agreement with the 
City, the Grantee certifies that its firm and its principals are not currently suspended or debarred from 
doing business with the Federal Government, as indicated by the Exclusions records at SAM.gov, the 
State of Texas, or the City of Austin. 

8.27 Public Information Act. Grantee acknowledges that the City is required to comply with Chapter 
552 of the Texas Government Code (Public Information Act). Under the Public Information Act, this 
Agreement and all related information within the City's possession or to which the City has access are 
presumed to be public and will be released unless the information is subject to an exception described 
in the Public Information Act. 

8.28 HIPAA Standards. As applicable, Grantee and Subgrantees are required to develop and 
maintain administrative safeguards to ensure the confidentiality of all protected client information, for 
both electronic and non-electronic records, as established in the Health Insurance Portability and 
Accountability Act (HIPAA) Standards CFR 160 and 164, and to comply with all other applicable 
federal, state, and local laws and policies applicable to the confidentiality of protected client information. 
Grantee must maintain HI PAA-compliant Business Associate agreements with each entity with which it 
may share any protected client information. 

8.28.1 Business Associate Agreement. If performance of this Agreement involves the use or 
disclosure of Protected Health Information (PHI), as that term is defined in 45 C.F.R. § 160.103, 
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DEFINITIONS 

Agreement/Contract- General terms for a legally-binding undertaking between two parties that 
describes the terms, conditions, and specifications of the obligations, relationships, and responsibilities 
between them, and any related addenda and amendments. City of Austin Social Services Contracts 
are considered to be grant agreements, but commonly referred to as contracts. The terms are 
interchangeable throughout this Agreement. 

Exhibit- An attachment to the agreement that is either programmatic (Program Exhibit) or contains 
additional terms and conditions (Standard Exhibit). Program Exhibits provide the detailed information 
for the program the City is funding through the Agreement. 

Governmental Entity- An organization that is a unit of government, institution of higher education, or 
local taxing authority, such as a school district. Also includes quasi-governmental organiza\jons, such 
as a local mental health authority. 

Grantee-A vendor agency that has entered into a Social Services grant agreement with the City to 
provide social services to the community. 

Reimbursable Agreement- An Agreement where an agency is reimbursed for expenses incurred and 
paid through the provision of adequate supporting documentation that verifies the expenses. 
Subgrantee- An agency that has entered into a subagreement with a Grantee to provide direct client 
services under a Social Services Agreement, who is paid with City funds by the Grantee, and who must 
report program performance information to the Grantee for individuals served who are not existing 
clients of the Grantee for the contracted program. The Subgrantee is subject to the same terms and 
conditions in the Grantee's Social Services Agreement with the City. 
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Front Steps, Inc. ARCH 

Contract Term: 04/01/2019 - 09/30/2021 
Program Work Statement 

Program Goals and Objectives 

Based on the belief that all people deserve the dignity of a safe place to call home, Front Steps' mission 
is to provide a pathway home for our neighbors experiencing homelessness by offering emergency 
shelter, affordable housing, recuperative medical care, supportive services, and by promoting 
community awareness. Having this mission in mind, Front Steps manages the ARCH facility to serve 
multiple purposes, including: operating a safe and clean shelter that provides a respite from the 
elements, functioning as a place for clients to meet several of their basic needs, and serving as an entry 
portal to a variety of programs and services dedicated to assisting and empowering clients to achieve 
self-sufficiency and resolve their homelessness as quickly as possible. Front Steps will create a 
respective, positive environment that incorporates client participation and opportunities for feedback into 
daily operations. The primary goal for all clients is rapid exit from homelessness into stable housing. 
Programming, operations and service delivery will be data driven, and specific benchmarks are 
included. 

Program Clients Served 

The ARCH emergency shelter serves men ages 18+ who are experiencing homelessness. Access to 
shelter beds/mats will occur through a community developed strategic prioritization process coordinated 
by Austin Public Health, Front Steps, Ending Community Homelessness Coalition (ECHO), National 
Alliance to End Homelessness, and OrgCode. ARCH operations and services are funded by the City of 
Austin as well as the U.S. Department of Housing and Urban Development (HUD), through an 
Emergency Solutions Grant (ESG). Front Steps uses the HUD definition of "homelessness" to verify that 
persons receiving ESG-funded services live in a situation described by HUD as "homeless," and Front 
Steps also uses the federal definition of "chronically homeless" to determine if persons receiving 
ESG-funded services are classified as "chronically homeless." Front Steps documents clients' eligibility 
and classification using HUD definitions on a Homeless Eligibility Form approved by the City of Austin. 
Front Steps is aware of continuing changes in the definition of chronic homelessness as a result of the 
Homeless Emergency Assistance and Rapid Transition to Housing (HEARTH) Act and receives and 
discusses updates regularly at Continuum of Care (CoC) meetings within the community. In order to 
receive shelter services, case management and housing navigation services, an individual must meet 
one or both of the following eligibility criteria established by HUD: 

Category 1: 

- Has a primary nighttime residence that is a public or private place not meant for human habitation; 
- Is living in a publicly or privately operated shelter designated to provide temporary living arrangements 
(including congregate shelters, transitional housing, and hotels and motels paid for by charitable 
organizations or by federal, state, and local government programs; or 
- Is exiting an institution where (s)he has resided for 90 days or less and who resided in an emergency 
shelter or place not meant for human habitation immediately before entering that institution. 

Category 4: Fleeing/ Attempting to Flee Domestic Violence Any individual or family who: 

- Is fleeing, or is attempting to flee domestic violence; 
- Has no other residence; and 
- Lacks the resources or support networks to obtain other permanent housing. 

Compliance with Austin Public Health's (APH) eligibility criteria: The eligibility criteria for the ARCH ---
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Front Steps, Inc. ARCH 

ContractTerm: 04/01/2019 - 09/30/2021 

Program Work Statement 

shelter program is homelessness, so the agency will ensure that all client files contain a Homeless 
Eligibility form and are entered into the Homeless Management Information System (HMIS). Identity, 
residency, income requirements, and annual recertification are not required for shelter clients. 

Program Services and Delivery 

Maintenance and Operation of the Austin Resource Center for the Homeless The City of Austin - Austin 
Public Health Department (APH) contracts with Front Steps to serve as the operator of the Austin 
Resource Center for the Homeless (ARCH), located at 500 East 7th Street, Austin,TX 78701. As the 
operator of the ARCH, Front Steps is responsible for overall operations, maintenance, and oversight of 
the facility, as well as the activities located therein. Front Steps manages a preventative maintenance 
schedule and submits updated maintenance reports on a monthly basis to APH staff for review . Front 
Steps is not responsible for managing the lease between the City of Austin and the Healthcare District 
for the operation of the Health Care for the Homeless ARCH Community Care Clinic. Shelter and 
Programming ARCH is a low-barrier shelter and will not restrict access due to an individual's lack of 
income, criminal history background, or outside use of drugs or alcohol. Shelter staff will welcome each 
person who walks in the door, provide support and work to assess the needs of the individual. This 
men's shelter will be operated in compliance with the HUD Equal Access Rule. All individuals will have 
equal access to programs, services and accommodations in accordance with their gender identity, 
regardless of sexual orientation or marital status. The ARCH will be operated under the following 
principles: 

- Housing First shelter principles 
- Emphasis on strategies for appropriate diversion from shelter 
- Low-barrier access to shelter (remove unnecessary barriers and improve access to those who need 

- it most) 
- Housing Case Management available to all staying in shelter 
- Prioritization of shelter beds/mats 
- Day Resource Center only available to shelter clients 
- Oversight and management of entrance, including outreach to people camping outside the shelter 

Basic Needs and Support Services - services will be offered through the Day Resource Center at the 
ARCH. This program is utilized by single, adult men, women, and accompanied children experiencing 
homelessness. 

Services include: 

- Basic needs services, including but not limited to, showers, laundry, telephone access, mail, locker 
storage, internet access, and restrooms 
- Day Sleep Program (for those meeting eligibility guidelines) 
-Access to the CommUnity Care Clinic, job assistance services with Goodwill, mental health services 
with Integral Care, and other co-located agencies that provide direct, on-site services 
- Programs supported by private funding, volunteer time, and donations raised by Front Steps include: 
housing navigation services, a computer lab, clothing donations/distribution, bus passes, document 
bank, client wellness activities, winter coat and blanket distribution, dinner meal staffing, etc. 

Day Resource Center are integrated into a service delivery model only for persons who are sleeping at 
the ARCH. Front Steps staff will work with Austin Public Health, community stakeholders, National 
Alliance to End Homelessness and OrgCode to address the transition to closing the Day Resource 
Center to non-shelter clients. All services will be available for shelter clients and closed to the general 
public. However, this closure will be transitioned through phases. Other resources in the community will 
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be identified to address basic needs, and in particular homeless women will be connected with other 
resources in the community. ARCH staff, co-located agencies and community partners will provide 
resources throughout the day to shelter clients that will move them toward permanent housing. Shelter 
services will be housing focused and clients with needs for other services will be referred to community 
providers for additional assistance. 

Shelter clients may stay inside during the day to work on housing and associated work, leaving the 
facility when they choose and as necessary for building cleaning, staff training and meetings. During the 
day, ARCH staff shall be almost exclusively focused on assisting clients with housing search and 
related activities. 

Emergency Night Shelter 

Over the first 6 months of the contract, the overnight shelter will transition from sleeping 190 individuals 
per night to 130 adult men experiencing homelessness. There are 100 bunks available on the 3rd floor, 
and there will be an additional 30 mats available as well, for a total of 130 sleeping units. Access to 
shelter beds/mats will occur through a community developed strategic prioritization process including 
factors such as high vulnerability due to physical health and mental/behavioral health conditions, length 
of time homeless, chronic homeless status, personal safety, and other factors. Austin Public Health will 
coordinate the community stakeholder process with Front Steps, ECHO, National Alliance to End 
Homelessness (NAEH), and OrgCode, to develop this process. This strategic prioritization process will 
be implemented through phases. Shelter metrics, agency recommendations, as well as client and 
community input will be used to update the prioritization process to meet community needs. 

When shelter clients arrive at the shelter, Front Steps staff will have creative and problem-solving 
conversations that help to identify whether individuals are fleeing an unsafe situation, have better 
alternative housing options, or need help to stay in the place where they have recently been staying. 
Details for the workflow of persons entering shelter will be defined further through consultation with 
NAEH and OrgCode, who will be conducting training for the community and providing one-on-one 
technical assistance with Front Steps staff. The shelter will allow access throughout the day to shelter 
clients, without requiring them to leave during the day with minimal restrictions on entry and exit. Safety 
and security will be provided for clients, as well as limited storage for their belongings. All clients staying 
at the shelter will have access to housing case management services, linking them to appropriate 
housing programs. The commercial kitchen will be used to serve nutritious meals. Clients will have 
access to toilets, sinks, showers, and other services Currently, Front Steps shares its sleeping unit 
reservation system with the following participating agencies: Community Care Clinic, Veterans 
Administration (VA), Integral Care, HOST, and Downtown Austin Community Court (DACC). By October 
1, 2019, Front Steps will have written agreements with these partners to address the need for every 
client to have access to Housing Case Management. Streets of Hope (SOH) and Other Supportive 
Services SOH provides psycho- ducational support/counseling groups to clients whose current or past 
substance abuse history presents a barrier to achieving housing, income, and personal stability goals. 
Individual sessions with either a current or a potential group member are also available. Substance 
abuse counseling teaches the following concepts: managing urges and the consequences of substance 
use, relapse prevention strategies, drug/alcohol refusal skills, problem-solving skills training to avoid 
high-risk situations, and coping/social skills training related to symptoms or negative mood states. Staff 
and community volunteers often also offer a variety of groups throughout the year including Housing 
Counseling workshops, monthly informational sessions, Alcoholics Anonymous groups, resume 
workshops, educational classes, writing workshops, and health and wellness workshops. Other 
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support/discussion groups are offered based on staff/volunteer availability, with the topics largely 
client-driven. Housing Focused, Rapid-Exit Support Services, and Case Management During the first six 
months of the agreement, Front Steps will increase case management capacity to address needs for all 
130 clients at the shelter when the shelter capacity is reduced for the remainder of the agreement. Front 
Steps staff will work with community stakeholders, NAEH, and OrgCode to address the transition to 
reducing shelter capacity from 190 to 130 clients. Front Steps will also work with NAEH to provide a 
housing-focused infrastructure including: 

- Developing a client-centered housing plan within the first week of a client's stay in shelter that includes 
short-term and achievable goals that have benchmarks to show progress 
- Creating a "housing-focused" environment throughout the shelter, including apartment listings, 
guidance on how to apply for housing, information on how to access benefits, and messaging that 
celebrates the success of each individual/household that moves into housing 
- Focusing case management activities on obtaining and sustaining housing 
- Identifying clients' barriers to housing and providing resources to address them 
- Conducting regular and frequent in-person meetings that focus on each client's housing options, and 
- adjusting these plans as needed 
- Promoting messaging that everyone is housing ready as soon as they enter shelter 

ARCH staff will work with new shelter clients and encourage them to develop a housing plan within the 
first few days of entering the shelter. Through housing case management, basic needs will be 
addressed (such as obtaining identification documents and other needed items), and the primary focus 
of work within the shelter will be on finding housing and longer-term linkage to various services within the 
community when needed to promote housing stability and prevent returns to homelessness. The 
Coordinated Entry system will be used to identify appropriate housing interventions, and shelter staff will 
work with community partners to connect clients to those resources. Case Management services are 
based on the Housing First and Harm Reduction philosophies as well as the stages in the 
Transtheoretical Model of Change. Various techniques, including motivational interviewing, through a 
Trauma-Informed lens, are effectively utilized in working with clients whose needs vary across a 
spectrum of vulnerability. Front Steps will refer clients to appropriate housing programs, some provided 
by Front Steps and other community providers. Front Steps has Best Single Source Plus funding, 
Emergency Solutions Grant Rapid Re-Housing, as well as other state and federal funding for permanent 
supportive housing programs. 

ARCH Entrance and Surrounding Area While the operator of the ARCH is not solely responsible for the 
crowding outside of the building, Front Steps staff will work with Austin Public Health, OrgCode and 
community partners on strategies to address congregation and camping immediately outside of the 
ARCH. Shelter staff will engage people outside the building regularly for services , trustbuilding and 
shelter entry. Staff that are trained in crisis de-escalation and positive relationship management will 
manage the flow into and out of the building, providing oversight of the entrance to the facility. Adverse 
Weather Services Front Steps will be a partner in the cold weather and heat emergency services. 
Community partners for cold weather shelter in this program currently include area churches, Salvation 
Army, Capital Metro, Red Cross, City of Austin Office of Homeland Security and Emergency 

Management, Parks and Recreation Department, and Au.stin Public Health. ARCH staff will participate in 
annual planning for adverse weather services and will assist in developing systems that best meet the 
needs of individuals experiencing homelessness and access to shelter. In the event of a heat 
emergency, Front Steps actively monitors clients at the ARCH for signs of heat exhaustion or other 
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heat-related issues (calling for emergency medical services should the need arise), establishes cooling 
areas during the hottest part of the day, and provides access to (water) bottle-filling stations. 

Required Reports For ARCH Claims (These should be submitted with the monthly claims in 
PartnerGrants or included with the claims for the month the report was received in): 

- NAEH reports 
- Maintenance logs for ARCH facility to show repairs to internal systems, fire security checks, and the 
status of all restroom and shower facilities 

System for Collecting and Reporting Program Data 

Front Steps utilizes the local Homeless Management Information System (HMIS) as administered by 
Ending Community Homelessness Coalition (ECHO), to track and report basic client information. Front 
Steps' staff work to ensure a high standard of data quality in the HMIS system . Front Steps collects 
accurate data on each client entering the ARCH and corrects other system users' entries from HMIS 
community partners. Front Steps works to maintain file data through regular internal file monitoring and 
inventory. All HMIS users receive annual training and periodic updates, and the Front Steps HMIS 
Agency Coordinator takes an innovative approach to improving data collection, including performing 
regular user evaluations to ensure data quality both for the files and within the electronic system. 
Individuals entering the ARCH for the first time receive an intake and orientation . During intake, clients 
complete an HMIS data elements form, an HMIS release of information form, as well as the Homeless 
Eligibility form required by ESG funding agreements. Front Steps also collects an agency Consent to 
Release of Information, a Client Agreement to Rules & Procedures at the ARCH, and an HMIS ID Card 
Agreement. The HMIS ID card is provided free-of-charge to each clien1, and is required to utilize 
services at the ARCH. Information is entered into the HMIS database, which is used to provide 
information on client tracking, shelter usage, and demographics. Orientations to the ARCH include an 
overview of services available within the facility as well as other resources within the community. Front 
Steps will provide quarterly measures as defined in the contract to Austin Public Health , and will also 
submit monthly shelter metrics developed by NAEH and Austin Public Health that will be reviewed and 
evaluated by NAEH, OrgCode and community stakeholders. Program design and workflow may be 
changed and updated based on the monthly metrics. 

On a quarterly basis Front Steps personnel gather and report client service usage data to funding 
sources. That data currently includes the number of clients accessing Day Resource Center services, 
Emergency Night Shelter services, Case Management services, the number of those exiting Case 
Management services, as well as the number of clients who exited to safe and stable housing. Exits to 
permanent housing as well as client lengths of stay in the shelter will be tracked. HMIS, as well as an 
internally developed database system based on Microsoft Office , are used in the collection of these 
data elements. 

Performance Evaluation 

Data is collected to assist Front Steps staff in identifying trends in barriers to housing and employment, 
as well as to track the efficacy of programs in assisting clients as they work to obtain housing and 
financial stability. These statistics are reviewed quarterly and compared with those of other agencies 
serving the same population. 

Front Steps staff will use HMIS data and the NAEH monthly shelter metrics to review program outcomes 
and key performance measures during regularly scheduled meetings with community stakeholders and 
Austin Public Health. Evaluation of program success and changes to service delivery will be data driven. 
ARCH staff will have a regular case review process covering file review and case presentations to 
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ensure achievable goals are being developed and met for each individual. This process will be 
supported by OrgCode during the first several months of the contract, providing technical assistance 
and guidance. Frequent meetings between the program director and case managers will provide 
follow-up on any corrective action plans regarding program client success. Front Steps' Board of 
Directors and leadership will meet regularly to review successes and challenges based on data 
collection and analysis, expenditure of funds and emerging program needs. 

Quality Improvement 

Front Steps' staff will provide a regular input process for feedback from clients regarding the quality of 
services and shelter. Currently, Front Steps convenes monthly client Town Hall Meetings and uses a 
Client Report Form, which offer opportunities for clients to voice concerns, grievances, as well as 
suggestions for facility and/or policy issues. These systems allow clients to meet personally with the 
management staff and, when necessary, with the Front Steps' Board of Directors to resolve 
ARCH-related issues. Front Steps shelter personnel meet regularly to discuss the various needs and 
concerns of clients accessing shelter services. The Front Steps' Board of Directors includes a member 
who is a former ARCH client, and who is instrumental in representing the clients' viewpoints in creating 
and setting agency policy and strategies. ARCH staff will convene meetings with the community, 
co-located agencies, clients, and staff to regularly provide opportunities for open feedback and 
coordination with community partners about shelter policies and performance. ARCH staff leadership 
will implement other strategies to improve program performance, promote a positive, solutions-oriented 
environment, and maintain high standards of data collection and management. 

Service Coordination with Other Agencies 

Front Steps will coordinate seivices with appropriate community service providers for mental health, 
services for veterans and other key community services that are necessary for ARCH shelter clients . 
Front Steps works closely in collaboration with Integral Care to provide case management services to 
vulnerable ARCH clients, and also partners with Integral Care on permanent supportive housing 
programs. ARCH staff will work with community rapid re-housing and permanent supportive housing 
(PSH) providers to access appropriate housing resources for shelter clients. ARCH staff will work with 
Comm Unity Care clinic staff and representatives of other colocated agencies to discuss services for 
clients and problem-solve challenging cases. Integral Care, VA, Community Care Clinic, and other 
co-located representatives will be invited to attend regularly held staff meetings to discuss services to 
clients and problem-solve challenging cases. The agency works in collaboration with ECHO in taking a 
lead role in data and service pilots, Coordinated Entry pilots, coordination of Permanent Supportive 
Housing (PSH)/HUD projects, as well as other strategic efforts in addressing homelessness in the 
community. Front Steps calls meetings of the agencies operating social services in the downtown area 
to discuss programmatic and community issues. Front Steps' staff are highly engaged and are often at 
the forefront of effectively working with all organizations, public or private, that provide housing, services, 
and resources for individuals experiencing homelessness. Front Steps actively participates in the 
Collaboration Technologies for Organizations Serving the Homeless (CTOSH) listserv for 
information-sharing, and responds to requests for assistance from community partners and the public 
at-large. 

Service Collaboration with Subgrantees 

No subgrantees or formal collaborations are funded through this contract. 
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Community Planning Activities 

Designated Front Steps' directors, managers and coordinators are members of the following ECHO 
committees and subcommittees: Membership Council, HMIS, Continuum of Care, Veterans, Local 
Policy and Practice. Front Steps has participated in planning efforts regarding the City Council's efforts 
to create more affordable housing, the local 100 Homes Campaign, Ending Veteran Homelessness, 
Ending Youth Homelessness, Downtown Strategies, and other planning efforts. Front Steps also works 
collaboratively with the Downtown Austin Alliance, Sixth Street Association and Downtown Neighborhood 
Association on a variety of issues and initiatives such as the "I Live Here I Give Here" public education 
campaign that encourages people to give responsibly. Front Steps works closely with ECHO and other 
community partners in gathering public support of PSH and delivery of HUD-funded housing. 
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Output - Unduplicated Clients Served 

City 
Goal 

1,245 

Output(s) • Supplemental 

Other 
Funding Goal 

0 

Total Number of Unduplicated Clients Served in the ARCH 
Day Resource Center 

Outcomes • City Business Plan 

(Numeratpr I Denominator= Rate) 

Total 
Program Goal 

1,245 

City 
Goal 

1,350 

Other 
Funding Goal 

0 

Numerator 

Demoninator 

Rate 

1B: Number of case-managed households that transition from homelessness into housing 

1 B: Number of households that exit the program 

1 B: Percent of case-managed households that transition from homelessness into housing 

(Numerator I Denominator= Rate) 

Total 
Program 

1,350 

Numerator 

Demoninator 

1 D: Number of Homeless Households residing in shelter programs receiving APH-funding who recei' 

1 D: Number of Homeless Households residing in shelter programs receiving APH-funding 

Rate 1 D: Percentage of Homeless Households residing in shelter programs receiving 

APH-funding who receive case management services 

Exhibit A.2 .. Program Performance Measures, 

City 
Percentage 

100.00% 

Goal 

405 

624 

64.90% 

Goal 

624 

624 

100.00% 
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Program Budget and Narrative Program Period: 10/01/2020 - 09/30/2021 

Citv Funds Other Funds Total 
Personnel 
Salaries $2,000,000.00 $0.00 $2,000,000.00 
Fringe and Payroll Taxes $0.00 $0.00 $0.00 

$2,000,000,00 $0.00 $2,000,000.00 

Operations 
General Operations $538,000.00 $0.00 $538,000.00 
Outsourced Professional SeNices $0.00 $0.00 $0.00 
Supplemental Programmatic SeNices $0.00 $0.00 $0.00 
Training/Travel Outside Austin and/or Travis $2,300.00 $0.00 $2,300.00 
County 

$540,300.00 $0.00 $540,300.00 

Assistance to Clients 
Rental/Mortgage Assistance $0.00 $0.00 $0.00 
General Housing Assistance $178,758.00 $0.00 $178,758.00 
Direct Client Assistance $20,000.00 $0.00 $20,000.00 
Client Food and Beverage $0.00 $0.00 $0.00 

$198,758.00 $0.00 $198,758.00 

Capital Outlay 
Capital Outlay- $5,000.00 $0.00 $0.00 $0.00 

$0.00 $0.00 $0.00 

Deliverables Amount 
Deliverables Amount $0.00 $0.00 $0.00 

$0.00 $0.00 $0.00 

Subgrantees/Subrecipients 
Personnel-Sub $0.00 $0.00 $0.00 
Operations-Sub $0.00 $0.00 $0.00 
Direct Client Assistance-Sub $0.00 $0.00 $0.00 
Other-Sub $0.00 $0.00 $0.00 

$0.00 $0.00 $0.00 

Program Income 
Program Income (Zero dollars budgeted for $0.00 $0.00 $0.00 
monthly credit) 

$0.00 $0.00 $0.00 

Other 
Other $0.00 $0.00 $0.00 

$0.00 $0.00 $0.00 

Total $2,739,058.00 $0.00 $2,739,058.00 
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Personnel 

Salaries, employment taxes and benefits for staff operation and maintenance of the ARCH Shelter and related case 
management for ARCH clients 

Operations 

Costs could include the following: •Large repairs of plumbing and items in the shelter (security equipment, elevator, 
HVAC) •Maintenance including contracts for pest control and supplies for upkeep including paint and materials 
•Supplies for shelter operation, food for clients, supplies for groups, cell phones for shelter staff not a part of 
City-paid utilities, parking for staff, and office-related expenses •Equipment including kitchen equipment, shelter 
furnishings and office furniture and file storage •Computer maintenance, upgrade/replacement and repairs, 
supplies, HMIS Licenses for staff, phone maintenance, internet services for the client computer lab •Program 
supplies including toiletries such as soap, shampoo, razors, laundry detergent and related items for the use of 
Clients. 

Staff Travel-out of Travis County: Travel to conferences and meetings outside of the Austin area. 
Conferences/Seminars/Training-out of Travis County: Conference and training registration outside of the Austin 
area. 

Assistance to Clients 

Housing Assistance - Financial Assistance for Clients: Housing Assistance for finding and maintaining housing: 
application fees, rent and utilities and arrears. Furniture and household goods for housing. 
DCA- Direct Assistance: Personal items for shelter clients while at shelter. Background checks, client 
transportation (bus passes), emergency clothing, clothing/boots for work, legal fees/documentation, laundry for 
recently housed clients. 

Capital Outlay 

Deliverables Amount 

Program Subgrantees 

Program Income 

Other 
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City of Austin 

Social Services Compensation Terms 

1. The Grantee shall expend City funds according to the approved budget categories described in 
Exhibit B.1, Program Budget and Narrative, or Exhibit A.1, Program Work Statement 
(Deliverables), as applicable. 

2. Request for Payment 

Payment to the Grantee shall be due 30 calendar days following receipt by the City of the Grantee's 
fully and accurately completed payment request, using the City's contract management system. 
The payment request must be submitted to the City no later than 11 :59 p.m. Central Standard Time 
25 calendar days following the end of the month covered by the payment request. If the 25th 

calendar day falls on a weekend or holiday, as outlined in Section 8.24, the deadline to 
submit the payment request is extended to no later than 11 :59 p.m. Central Standard Time 
of the 1st weekday immediately following the weekend or holiday. 

3. Documentation 

3.1. FOR DELIVERABLE AGREEMENTS: Grantee must provide the City with supporting 
documentation as described in Exhibit A.1, Program Work Statement (Deliverables) for 
each monthly Payment Request where an agreement deliverable is being submitted. 

3.2. FOR REIMBURSEABLE AGREEMENTS: Grantee must provide the City with supporting 
documentation for each monthly payment request which includes, but is not limited to, 
a report of City Agreement expenditures generated from the Grantee's financial 
management system. 

3.2.1. Appropriate supporting documentation includes: 

• General Ledger Detail report from the Grantee's financial management system 
• Transaction Detail by Account Report from the Grantee's financial management 

system 
• Other reports that meet all of the following specifications: 

o produced from the Grantee's accounting system with no manual changes or 
adjustments 

o submitted in PDF format 
o includes date the report was created 
o demonstrates specific expenses for which reimbursement is being requested 
o demonstrates that City of Austin funds are maintained in a separate 

numbered bank account or standalone general operating account that 
includes only City expenses and reimbursements. 

4. Right of Final Approval. 

The City retains right of final approval of any supporting documentation submitted before a 
payment request is approved for processing. Failure to provide supporting documentation 
acceptable to the City may result in delay or rejection of the payment request. The City 
reserves the right to modify the required supporting documentation, as needed. 
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4.1 Unless otherwise expressly authorized in the Agreement, the Grantee shall pass through all 
Subagreement and other authorized expenses at actual cost without markup. 

4.2 Federal excise taxes, state taxes, or City sales taxes must not be included in the invoiced amount. The 
City will furnish a tax exemption certificate upon request. 

5. Payment. 

5.1 All requests accepted and approved for payment by the City will be paid within 30 calendar 
days of the City's receipt of the deliverables or of the invoice, whiche.ver is later. Requests for 
payment received without the information required in Section 3 cannot be processed, will be 
returned to the Grantee, and City will make no payment in connection with such request. 

5.2 If payment is not timely made, (per this paragraph), interest shall accrue on the unpaid balance 
at the lesser' of the rate specified in Texas Government Code Section 2251.025 or the 
maximum lawful rate; except, if payment is not timely made for a reason for which the City may 
withhold payment hereunder, interest shall not accrue until 10 calendar days after the grounds 
for withholding payment have been resolved. 

5.3 The City may withhold or set off the entire payment or part of any payment otherwise due the 
Grantee to such extent as may be necessary on account of; 

5.3.1 delivery of unsatisfactory services by the Grantee; 

5.3.2 third party claims, which are not covered by the insurance which the Grantee is required 
to provide, are filed or reasonable evidence indicating probable filing of such claims; 

5.3.3 failure of the Grantee to pay Subgrantees, or for labor, materials or equipment, 

5.3.4 damage to the property of the City or the City's agents, employees or Grantees, which 
is not covered by insurance required to be provided by the Grantee; 

5.3.5 reasonable evidence that the Grantee's obligations will not be completed within the time 
specified in the Agreement, and that the unpaid balance would not be adequate to cover 
actual or liquidated damages for the anticipated delay; 

5.3.6 failure of the Grantee to submit proper payment requests with all required attachments 
and supporting documentation; 

5.3. 7 failure of the Grantee to comply with any material provision of the Agreement; or 

5.3.8 identification of previously reimbursed expenses determined to be unallowable after 
payment was made. 

·5.4 Notice is hereby given of Article VIII, Section 1 of the Austin City Charter which prohibits the 
payment of any money to any person, firm or corporation who is in arrears to the City for taxes, 
and of §2-8-3 of the Austin City Code concerning the right of the City to offset indebtedness 
owed the City. Payment will be made by check unless the parties mutually agree to payment 
by electronic transfer of funds. 

6. Non-Appropriation. The awarding or continuation of this Agreement is dependent upon the 
availability of funding and authorization by Council. The City's payment obligations are payable only 
and solely from funds appropriated and available for this Agreement. The absence of appropriated 
or other lawfully available funds shall render the Agreement null and void to the extent funds are not 
appropriated or available and any deliverables delivered but unpaid shall be returned to the Grantee. 
The City shall provide the Grantee written notice of the failure of the City to make an adequate 
appropriation for any fiscal year to pay the amounts due under the Agreement, or the reduction of 
any appropriation to an amount insufficient to permit the City to pay its obligations under the 
Agreement. In the event of non- or inadequate appropriation of funds, there will be no penalty or 
removal fees charged to the City. 
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7. Travel Expenses All approved travel, lodging, and per diem expenses in connection with the 
Agreement for Which reimbursement may be claimed by the Grantee under the terms of the 
Agreement will be reviewed against the City's Travel Policy and the current United States General 
Services Administration Domestic Per Diem Rates (Rates) as published and maintained on the 
Internet at: 

http://www.gsa.gov/portal/category/21287 

No amounts in excess of the Travel Policy or Rates shall be paid. No reimbursement will be made 
for expenses not actually incurred. Airline fares other than coach or economy will not be reimbursed. 
Mileage charges may not exceed the amount permitted as a deduction in any year under the Internal 
Revenue Code or Regulation. 

8. Final Payment and Close-Out 

8.2 The making and acceptance of final payment will constitute: 

8.2.1 a waiver of all claims by the City against the Grantee, except claims (1) which have 
_ been previously asserted in writing and not yet settled, (2) arising from defective work 
appearing after final inspection, (3) arising from failure of the Grantee to comply with 
the Agreement or the terms of any warranty specified herein, regardless of when the 
cause for a claim is discovered (4) arising from the Grantee's continuing obligations 
under the Agreement, including but not limited to indemnity and warranty obligations, 
or (5) arising under the City's right to audit; and 

8.2.2 a waiver of all claims by the Grantee against the City other than those previously 
asserted in writing and not yet settled. 

9. Financial Terms 

9.2 The City agrees to pay Grantee for services rendered under this Agreement and to reimburse 
Grantee for actual, eligible expenses incurred and paid in accordance with all terms and 
conditions of this Agreement. The City shall not be liable to Grantee for any costs incurred by 
Grantee which are not reimbursable as set forth in Section 10 of this Exhibit. 

9.3 The City's obligation to pay is subject to the timely receipt of complete and accurate reports as 
set forth in Section 3 of the Agreement, and any other deliverable required under this 
Agreement. 

9.4 Payments to the Grantee will immediately be suspended upon the occasion of any late, 
incomplete, or inaccurate report, audit, or other required· report or deliverable under this 
Agreement, and payments will not be resumed until the Grantee is in full compliance. 

9.5 The City shall not be liable to Grantee for any costs which have been paid under other 
agreements or from other funds. In addition, the City shall not be liable for any costs incurred 
by Grantee which were: a) incurred prior to the effective date of this Agreement or outside the 
Agreement period as referenced in Section 2.1, or b) not billed to the City within 5 business 
days before the due date for the Grantee's annual Contract Progress Report or Contract 
Closeout Summary Report, whichever is applicable. 

9.6 Grantee agrees to refund to the City any funds paid under this Agreement which the City 
determines have resulted in overpayment to Grantee or which the City determines have not 
been spent by Grantee in accordance with the terms of this Agreement. Refunds shall be made 
by Grantee within 30 calendar days after a written refund request is submitted by the City. The 
City may, at its discretion, offset refunds due from any payment due Grantee, and the City may 
also deduct any loss, cost, or expense caused by Grantee from funds otherwise due. 

9. 7 Grantee shall deposit and maintain all funds received under this Agreement in either a separate 
numbered bank account or a general operating account, either of which shall be supported with 
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the maintenance of a separate accounting with a specific chart which reflects specific revenues 
and expenditures for the monies received under this Agreement. The Grantee's accounting 
system must identify the specific expenditures, or portions of expenditures, against which funds 
under this Agreement are disbursed. Grantee must be able to produce an accounting system
generated report of exact expenses or portions of expenses charged to the City for any given 
time period. 

9.8 Grantee is required to utilize an online Agreement management system for billing and reporting 
in accordance with the City's guidelines, policies, and procedures. Grantee is responsible for 
all data entered/edited under its unique username, as well as all required but omitted data. 

9.9 Grantee shall expend the City budget in a reasonable manner in relation to Agreement time 
elapsed and/or Agreement program service delivery schedule. If cumulative expenditures are 
not within acceptable amounts, the City may require the Grantee to: 1) submit an expenditure 
plan, and/or 2) amend the Agreement budget amount to reflect projected expenditures, as 
determined by the City. 

10. Allowable and Unallowable Costs 

The City shall make the final determination of whether a cost is allowable or unallowable under this 
Agreement. 

10.1 Reimbursement Only. Expenses and/or expenditures shall be considered reimbursable only 
if incurred during the current Program Period identified in the attached Program Exhibits, 
directly and specifically in the performance of this Agreement, and in conformance with the 
Agreement Exhibits. Grantee agrees that, unless otherwise specifically provided for in this 
Agreement, payment by the City under the terms of this Agreement is made on a 
reimbursement basis only; Grantee must have incurred and paid costs prior to those costs 
being invoiced and considered allowable under this Agreement and subject to payment by the 
City. Expenses incurred during the Program Period may be paid up to 30 days after the end 
of the Program Period and included in the Final Payment Request for the Program Period, 
which shall be due no later than 11 :59 p.m'. CST 5 calendar days before the due date for the 
Grantee's annual Contract Progress Report or Contract CloseoutSummary Report, whichever 
is applicable. 

10.1.1 To be allowable under this Agreement, a cost must meet all of the following general 
criteria: 

• Be reasonable for the performance of the activity under the Agreement 
• Conform to any limitations or exclusions set forth in this Agreement 
• Be consistent with policies and procedures that apply uniformly to both 

government- financed and other activities of the organization 
• Be determined and accounted in accordance with generally accepted accounting 

principles (GAAP) 
• Be adequately documented 

10.2 The City's prior written authorization is required in order for the following to be considered 
allowable costs. Inclusion in the budget within this Agreement constitutes "written 
authorization." The item shall be specifically identified in the budget. The City shall have the 
authority to make the final determination as to whether an expense is an allowable cost. 

1. Alteration, construction, or relocation of facilities; 
2. Cash payments, including cash equivalent gift cards such as Visa, MasterCard, and 

American Express; 
3. Equipment and other capital expenditures; 
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4. Interest, other than mortgage interest as part of a pre-approved budget under this 
Agreement; 

5. Organization costs (costs in connection with the establishment or reorganization of an 
organization); 

6. Purchases of tangible, nonexpendable property, including fax machines, stereo 
systems, cameras, video recorder/players, microcomputers, software, printers, 
microscopes, oscilloscopes, centrifuges, balances and incubator, or any other item 
having a useful life of more than one year and an acquisition cost, including freight, of 
over $5,000; 

7. Selling and marketing; or 
8. Travel/training outside Travis County. 

10.3 The following types of expenses are specifically not allowable with City funds under this 
Agreement. The City shall have the authority to make the final determination as to whether 
an expense is an allowable cost. 

1. Alcoholic beverages; 
2. Bad debts; 
3. Compensation of trustees, directors, officers, or advisory board members, other than 

those acting in an executive capacity; 
4. Contingency provisions (funds) (Self-insurance reserves and pension funds are 

allowable); 
5. Defense and prosecution of criminal and civil proceedings, claims, appeals, and patent 

infringement; 
6. Deferred costs; 
7. Depreciation; 
8. Donations and contributions, including donated goods or space; 
9. Entertainment costs, other than expenses related to client incentives; 
10. Fines and penalties (including late fees); 
11. Fundraising and development costs; 
12. Goods or services for officers' or employees' personal use; 
13. Housing and personal living expenses for organization's officers or employees; 
14. Idle facilities and idle capacity; 
15. Litigation-related expenses (including personnel costs) in action(s) naming the City as a 

Defendant; 
16. Lobbying or other expenses related to political activity; 
17. Losses on other ,;igreements or casualty losses; 
18. Public relations costs, except reasonable, pre-approved advertising costs related 

directly to services provided under this Agreement; 
19. Taxes, other than payroll and other personnel-related levies; or 
20. Travel outside of the United States of America. 

11. Ownership of Property. 

11.1 Ownership title to all capital acquisition, supplies, materials or any other property purchased 
with funds received under this Agreement and in accordance with the provisions of the Agreement, 
purchased with City funds shall convey to the Grantee 2 years after purchase, unless notified by 
the City in writing. 

11.1.1 If the services funded by this Agreement are provided in a facility owned by the 
City or leased from the Travis County, , ownership title to all capital acquisition, supplies, materials 
or any other property purchased with funds received under this Agreement shall remain with the 
City. 
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11.2 Written notification must be given to the City within 5 calendar days of delivery of 
nonexpendable property (defined as anything that has a life or utility of more than 1 year and an 
acquisition cost, including freight, of over $5,000) in order for the City to effect identification and 
recording for inventory purposes. Grantee shall maintain adequate accountability and control over 
such property, maintain adequate property records, perform an annual physical inventory of all such 
property, and report this information in the Annual Agreement Progress Report, due as indicated in 
Section 4.2.3 of the Agreement, as well as in the Agreement Closeout Summary Report, as 
indicated in Section 4.2.4 of the Agreement. 

11.3 In the event Grantee's services are retained under a subsequent agreement, and should 
Grantee satisfactorily perform its obligations under this Agreement, Grantee shall be able to retain 
possession of non-expendable property purchased under this Agreement for the duration of the 
subsequent agreement. 
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City of Austin, Texas 
EQUAL EMPLOYMENT/FAIR HOUSING OFFICE 

NON-DISCRIMINATION CERTIFICATION, 
ISRAEL VERIFICATION, INTERESTED PARTIES, CONFLICTS OF INTEREST 

City of Austin, Texas 
Human Rights Commission 

To: City of Austin, Texas, ("OWNER") 

I hereby certify that our firm conforms to the Code of the City of Austin, Section 5-4-2 as reiterated below: 

Chapter 5-4. Discrimination in Employment by City Contractors. 

Sec. 4-2 Discriminatory Employment Practices Prohibited. As an Equal Employment Opportunity 
(EEO) employer, the Contractor will conduct its personnel activities in accordance with established 
federal, state and local EEO laws and regulations and agrees: 

(B) (1) 

(2) 

(3) 

Not to engage in any discriminatory employment practice defined in this chapter. 

To take affirmative action to ensure that applicants are employed, and that employees are 
treated during employment, without discrimination being practiced against them as defined in 
this chapter. Such affirmative action shall include, but not be limited to: all aspects of 
employment, including hiring, placement, upgrading, transfer, demotion, recruitment, 
recruitment advertising; selection for training and apprenticeship, rates of pay or other form of 
compensation, and layoff or termination. 

To post in conspicuous places, available to employees and applicants for employment, 
notices to be provided by OWNER setting forth the provisions of this chapter. 

(4) To state in all solicitations or advertisements for employees placed by or on behalf of the 
Contractor, that all qualified applicants will receive consideration for employment without 
regard to race, creed, color, religion, national origin, sexual orientation, gender identity, 
disability, veteran status, sex or age. 

(5) To obtain a written statement from any labor union or labor organization furnishing labor or 
service to Contractors in which said union or organization has agreed not to engage in any 
discriminatory employment practices as defined in this chapter and to take affinmative action 
to implement policies and provisions of this chapter. 

(6) To cooperate fully with OWNER's Human Rights Commission in connection with any 
investigation or conciliation effort of said Human Rights Commission to ensure that the 
purpose of the provisions against discriminatory employment practices are being carried out. 

(7) To require compliance with provisions of this chapter by all subcontractors having fifteen or 
more employees who hold any subcontract providing for the expenditure of $2,000 or more in 
connection with any contract with OWNER subject to the terms of this chapter. 

For the purposes of this Offer and any resulting Contract, Contractor adopts the provisions of the City's 
Minimum Standard Nondiscrimination Policy set forth below. 

City of Austin 
Minimum Standard Non-Discrimination in Employment Policy: 

As an Equal Employment Opportunity (EEO) employer, the Contractor will conduct its personnel 
activities in accordance with established federal, state and local EEO laws and regulations. 

The Contractor will not discriminate against any applicant or employee based on race, creed, color, 
national origin, sex, age, religion, veteran status, gender identity, disability, or sexual orientation. 
This policy covers all aspects of employment, including hiring, placement, upgrading, transfer, 
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demotion, recrwtment, recruitment advertisinfJ; selection tot training and apprentice;1hip, rates of 
pay or .other forms of compensation; and layoff or termination. · 

Further, emp/o~es who experience . discrimination, sexual harassment, or another .form of 
harassment should imm,;di?Jety .report it. to their Sf/p,;rvisor, If this is. not a· suitable av,;nue for 
addressing their complaint, employees are advisedlo contact another member ofmanagem,;nt or 
tf]eir human resourc9;i representative. No eimpfo~e shall be discriminated against, l)arassed, 
intimidated, nor satterany reprisal as a result of reporting a violation of this policy;· Furthermore, any 
employee, superwsor, or manager who becomes aware of any such discrimination or harassment 
should immf!diately report it to ('!xecutive managemant orclhe human resources office to ensure that 
such conduct does not continue. 

Contractor agrees that to the extent of any inconsistency, omission, qr conflict with· its. cwrent non
discrimination empfoymf!nl policy, the Confraclorhas expresslyadopted the provisions of the City's 
Minimum Non-DiscriminatiQn Policy contained in Section .s-4-2 of fhe. City Code and set forth 
apqve, as the Contractor's Non-Discrimination Policy or as an amendment to such Policy and such 
provisions .are .intended to not only supplf'!ment the Contractor's policy, but will l!ISo s,;,pers.ede the 
Contractor's po/icy to the extent of any conflict. 

UPON .. CONTRACT AWARD, THE CONTRACTOR SHALL PROVIDE. A COPY TO THE CITY OF 
THE CONTRACTOR'S NON-DISCRIMINATION POLICY ON COMPANY LETTERHEAD, WHICH 
CONFORMS IN FORM, . .SCOPE, AND CONTENT TO THE CITY'S MINIMUM . NON
DISCRIMINATION POLICY, A$ SET FORTH H!:REIN, OR THIS NON-Dl$CRJMtNATJON POLICY, 
WHJCH H.AS BEEN ADOPTED BY THE CONTRACTOR FOR ALL PURPOSES (THEF0RM OF 
WHICH HAS BEEN APPROVED BY THE CITY'S EQUAL EMPLOYMEN.TIFAIR HOUSING OFFICE), 
WILL. BE CONSlOERED THE CONTRACTOR'S NON°DISCRIMINATION POLICY WITHOUT THE 
REQUIREMENT OFA SEPARATE: SUBMITTAL 

Sanctions: 
Our firm understands. that non--<:ornpliance withGhapter 5-4 rn.iy resu.lt in sanctions, including 
termination .of the cp~jtat:t and suspension or debarrnent frorn participation in- future City contracts 
until deemed cqrnpJiantwith tbe requirernents of Chapter 5-4. 

Term: 
The Contractor agrees that this Secti.on 0800 NonsDiscrimination Certificate or the Contractor's 
separ.ite conforming. poficy, .which the ContractoJhas e1<ecuted aru:l fl.lee:! with the. Owner, will remain 
in force. and effect for one year frorn th.a date of filing. The. Cordractor furt:her agrees that, in 
consider.ition of the receipt of continaE;>d Contact .payments, tt,e <::ontracto.r's. Nq~,Di,;i,rimil:tation 
Poli,c;y will automatically renew from year,to-3/ear for the term of the ur1derlyin.g.Contract 

Pated this ~--'--:2(._'~A__-··.-'. _--,,,...~day of 6 .oh .bAr--

8(hib1tG- EquaLEtnploymentiFair Housing Office 
Non-Discrimination Certification, ts,.ael. Verificl'!tlon, 
lntere,;ted Parties, .and Conflicts.of.interest 

CONTRACTOR 

Aathorized 
Sign.itute 

Title 

Frati./- .rle,,,~ ;,. c, 

t'dftct-~J 
£r,;z.r,l ,/f"'t'f"1¼J 
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PROHIBITION OF BOYCOTT OF ISRAEL VERIFICATION 

Pursuant to Texas Government Code §2271.002, the City is prohibited from contracting with any 
"company" for goods or services unless the following verification is included in this Contract: 
A. For the purposes of this Section only, the terms "company" and "boycott Israel" have the meaning 

assigned by Texas Government Code §2271.001. 

B. If the Grantee qualifies as a "company", then the Principal Artist verifies that he: 
i. does not "boycott Israel"; and 
ii. will not "boycott Israel" during the term of this Contract. 

C. The Grantee's obligations under this Section, if any exist, will automatically cease or be reduced to 
the extent that the requirements of Texas Government Code Chapter 2271 are subsequently 
repealed, reduced, or declared unenforceable or invalid in whole or in part by any court or tribunal 
of competent jurisdiction or by the Texas Attorney General, without any further impact on the 
validity or continuity of this Contract. 

A COURT OF COMPETENT JURISDICTION HAS RECENTLY ENJOINED THE ABOVE STATE LAW. 
HOWEVER, IF THIS INJUNCTION IS LIFTED OR STAYED BY A COURT OR OTHER ENTITY OF 
COMPETENT JURISDICTION, THIS SECTION WILL BE AN ENFORCEABLE AND REQUIRED TERM 
OF YOUR CONTRACT WITH THE CITY. IF YOU DISAGREE WITH THE ABOVE SECTION OF THE 
CONTRACT, PLEASE STRIKE THROUGH IT OR INDICATE YOUR OBJECTION IN THE EXCEPTIONS 
SECTION. YOUR CONTRACT WILL NOT BE AFFECTED BY STRIKING THROUGH THIS PROVISION, 
AT THIS TIME. 

INTERESTED PARTIES DISCLOSURE (FORM 1295} 

As a condition to entering the Contract, the Business Entity constituting the Grantee must provide the 
following disclosure of Interested Parties to the City prior to the award of a contract with the City on Form 
1295 "Certificate of Interested Parties·· as prescribed by the Texas Ethics Commission for any contract 
award requiring City Council authorization. The Certificate of Interested Parties Form must be completed 
on the Texas Ethics Commission website, printed, and signed by the authorized agent of the Business 
Entity with acknowledgment that disclosure is made under oath and under penalty of perjury. The City will 
verify the "Certificate of Interested Parties" with the Texas Ethics Commission prior to execution of the 
Agreement. The Grantee is reminded that the provisions of Local Government Code 176, regarding 
conflicts of interest between the bidders and local officials remains in place. Link to Texas Ethics 
Commission Form 1295 process and procedures below: 

https://www.ethics.state.tx.us/whatsnew/elf info form1295. htm 

CHAPTER 176 CONFLICT OF INTEREST DISCLOSURE 

In accordance with Chapter 176 of the Texas Local Government Code, Grantee must file a Conflict of 
Interest Questionnaire (Questionnaire) with the Office of the City Clerk no later than 5:00 P.M. on the 
seventh (7th) business day after the commencement of contract discussions or negotiations with the City 
or the submission of an Offer, or other writing related to a potential Contract with the City, and update the 
questionnaire not iater than seven (7) business days after becoming aware of an event that would make a 
statement in the questionnaire incomplete or inaccurate. Grantee has a continuing obligation to file the 
Questionnaire in accordance with the requirements of Chapter 176 of the Texas Local Government Code 
once it becomes aware of a need to do so. The Questionnaire is available on line at the following website 
for the City Clerk: 

http://www.austintexas.gov/department/conflict-interest-guestionnaire 

There are statutory penalties for failure to comply with Chapter 176. 
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Amendment No. 1 
to 

Agreement No. 4 700 NG 190000011 
for 

Social Services 
between 

FRONT STEPS, INC. 
and the 

CITY OF AUSTIN 
(Ausin Resource Center for the Homeless) 

1.0 The City of Austin and the Grantee hereby agree to the Agreement revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is One Hundred Two Thousand and 
Fifty Six dollars ($102,056). The total Agreement amount is recapped below: 

Term Agreement Total Agreement 
Chanae Amount Amount 

Basic Term: (April 1, 2019 - Sept. 30. 2020) n/a $4,263,587 

Amendment No. 1: Add Funds to Agreement and 
$102,056 $4,365,643 Modify Program Exhibits 

3.0 The following changes have been made to the original Agreement EXHIBITS: 

Exhibit A.2 -- Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 -- Program Performance Measures. [Revised 6/11/2020] 

Exhibit B.1 -- Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 -- Program Budget and Narrative. [Revised 6111/2020] 

4.0 The following Terms and Conditions have been MODIFIED: 

Section 4.1.2 Payment to the Grantee shall be made in the following increments: 

4.1.2.1 For the Program Period of 411/2019 through 9/30/2020, the payment from the City to the 
Grantee shall not exceed $4,365,643 (Four Million Three Hundred Sixty Five Thousand Six 
Hundred Forty Three dollars). 

5.0 MBE/WBE goals were not established for this Agreement. 

6.0 By signing this Amendment, the Grantee certifies that the Grantee and its principals are 
not currently suspended or debarred from doing business with the Federal Government, 
as indicated by the Exclusion records found at SAM.gov, the State of Texas, or the City of 
Austin. 
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6/24/2020

7.0 All other Agreementterms and conditions remain the same. 

BY THE SIGNATURES afftXed below, this Amendment is hereby incorporated into and made a part of 
the above-'referenced Agreement. 

GRANiEE 

Signature: 

.. c------.. 
FRONT STEPS, INC. 
Greg Mccormack, Executive· Director 
500 E. .Jth Street 
Austin, TX 78701 

Date: l<('qwZ-<? 

Social Services Agreement Amendment 

CITY OF AUSTIN 

Signature: 

City of Austin 
Pt.1rchasing Office 
PO Box 1088 
Austin, TX 78767 

Date: __________ _ 
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Front Steps, Inc. ARCH 

Program Performance Measures 

Period 
Contract 

1 2 3 Term 
Start Date 4/1/2019 10/1/2019 4/1/2019 
End Date 9/30/2020 9/30/2020 9/30/2020 

Period 
Outputs Contract 

1 2* 3* Term** 
ID Output Measure De.vcription 

1 Total Number of Unduplicated Clients Served 780 1245 2025 

2 Total Number of Clients Served in the ARCH Day 2700 1350 4050 
Resource Center 

Outcomes Period 
Contract 

JD Outcome Measure Description 1 2* 3* Term** 

Number of case-managed households that transition 50 405 455 
from homelessness into housing 

1B Number of households that exit the program 100 624 724 

Percent of case-managed households that transition 50 64.9 62.85 
from homelessness into housing 

Number of Homeless Households residing in Shelter 120 624 744 
Programs receiving APH funding who receive Case 
Management services. 

Number of Homeless Households residing in shelter 500 624 1124 
programs receiving APH funding. 

Percentage of Homeless Households residing in 24 100 66.19 
Shelter Programs receiving APH funding who 
receive Case Management services. 

* Goal Served May Include Carry-Over From Previous Period 

** Goal Served Spans Contract Term I May Not luc/ude Carry~Owr I Clients Served Must Be_< or= Sum of Periods) 

Created: 3/22/2019 10;47;00 AM Last Modified, If Applicable: 06/11/2020 10:19:00 AM 
"'1'Vf\"'1NW'iiWI MI/WHH ~'li.'¼iO"'EF-~,~-~"Fl!'/!if/!?i!!!§W!&W//.1/WI!U);;J ;; w t ?'0:1 $ =--'WW wewww "WW 'IFT'f/~1/!/i!//!tJJ!J!Will_, ______ _ 
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Front Steps, Inc. ARCH 

Program Budget and Narrative 

Period Contract Start 4/1/2019 

1 2 3 Contract End 9/30/2020 

Period Start Date 4/1/2019 10/1/2019 

Period End Date 9/30/2019 9/30/2020 Total 

Salary plus Benefits $1,048,938.00 $2,000,000.00 $0.00 $3,048,938.00 

General Operaiions Expenses $331,529.00 $639,914.00 $0.00 $971.443.00 
Program Subgrantees $0.00 $0.00 $0.00 $0.00 
Staff Travel $2,500.00 $300.00 $0.00 $2,800.00 
Conferences $2,500.00 $0.00 $0.00 $2,500.00 

Operatiom; Sub Total $336,529.00 $640,214.00 $0.00 $976,743.00 

Food and Beverages for Clients $3,000.00 $0.00 $0.00 $3,000.00 
Financial Direct Assistance to Clients $101,062.00 $180,000.00 $0.00 $281,062.00 
Other Assistance Amount 

Direct As.<ristance S11bTotal 

Capital Outlay Amount 

TtJtal 

Total Period Percentage 

Salaries plus Benefits 

GeJZeral Op ExpeJZses 

Program Subgrantees 

Staff Travel 

Conferences 

Food and Beveraf{e 

Financial Assistance 

Other Assistance 

$10,000.00 $20,900.00 $0.00 $30,900.00 

$114,062.00 $156,000.00 $0.00 $314,962.00 

$25,000.00 $0.00 $0.00 $25,000.00 

$1,524,529.00 $2,841,114.00 $0.00 $4,365,643.00 
34.92 65.08 0 

Detailed Budget Narrative 

Salaries, emplo_i,,ment taxes and benefits /Or staff operation and maintenance of the ARCH Shelter 
and related case management for ARCH clients 

Costs could include the following: 
•Large repairs of plumbing and items in the shelter (security equipment, elevator, HVAC) 
•Maintenance including contracts for pest control and supplies.for upkeep including paint and 
materials 
•Supplies for shelter operation, food for clients, supplies for groups, cell phones for shelter staff not 
a part of City-paid utilities, parking for staff. and office-related expenses 
•Equipment including kitchen equipment, shelter famishings and office furniture and.file storage 
•Computer maintenance, upgrade/replacement and repairs, supplies, HMJS Licenses/or staff, 
phone maintenance, internet services for the client computer lab 
•Program supplies including toiletries such as soap, shampoo, razors, laundry detergent and 
related items j0r the use of Clients 

Travel to conferences and meetings outside of the Austin area. 

Conference and training registration outside of the Austin area. 

Food J0r clients moving in to housing. 

Financial Assistance for Clients: Housing Assistance for finding and maintaining housing: 
application fees, rent and utilities and arrears. Furniture and household goods for housing. 

Other Direct Assistance: Personal items for shelter clients while at shelter. Background checks, 
client transportation (bus passes), emergency clothing, clothing/boots/or work, legal fees/ 
documentation, laundry j0r recently housed clients. 

Created 3/21/2019 9:12,00AM Last Modified, If Applicable 06/11/2020 10:19:00 AM 
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Front Steps, Inc. ARCH 

Program Budget and Narrative 

Capital Outlay Facility items such as kitchen equipment, washers and dryers, and other items required.for the 
operations of the facility. 

Created 3/21/2019 9:12:00AM Last Modified, If Applicable 06/11/2020 10:19:00 AM 
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AGREEMENT BETWEEN 

THE CITY OF AUSTIN 
AND 

FRONT STEPS, INC. 
FOR 

SOCIAL SERVICES 

(Austin Resource Center for the Homeless) 

AGREEMENT NO. 4700 NG190000011 

AGREEMENT AMOUNT: $4,263,587 

This Agreement is made by and between the City of Austin (the City) acting by and through its Austin Public 
Health department (APH), a home-rule municipality incorporated by the State of Texas, and Front Steps, 
Inc. (Grantee), a Texas non-profit corporation, having offices at 500 E. 7th Street, Austin, TX 78701. 

SECTION 1. GRANT OF AUTHORITY, SERVICES AND DUTIES 

1.1 Engagement of the Grantee. Subject to the general supervision and control of the City and subject 
to the provisions of the Terms and Conditions contained herein, the Grantee is engaged to provide the 
services set forth in the attached Agreement Exhibits. 

1.2 Responsibilities of the Grantee. The Grantee shall provide all technical and professional expertise, 
knowledge, management, and other resources required for accomplishing all aspects of the tasks and 
associated activities  in the Agreement Exhibits. The Grantee shall assure that all Agreement 
provisions are met by any Subgrantee performing services for the Grantee. 

1.3 Responsibilities of the Citv. The City's Agreement Manager will be responsible for exercising 
general oversight of the Grantee's activities in completing the Program Work Statement. Specifically, the 
Agreement Manager will represent the City's interests in resolving day-to-day issues that may arise during 
the term of this Agreement, shall participate regularly in conference calls or meetings for status reporting, 
shall promptly review any written reports submitted by the Grantee, and shall approve all requests for 
payment, as appropriate. The City's Agreement Manager shall give the Grantee timely feedback on the 
acceptability of progress and task reports. The Agreement Manager's oversight of the Grantee's activities 
shall be for the City's benefit and shall not imply or create any partnership or joint venture as between the 
City and the Grantee. 

1.4 Designation of Key Personnel. The City's Agreement Manager for this Agreement, to the extent 
stated in the preceding Section 1.3, shall be responsible for oversight and monitoring of Grantee's 
performance under this Agreement as needed to represent the City's interest in the Grantee's performance. 

1.4.1 The City's Agreement Manager or designee: 

- may meet with Grantee to discuss any operational issues or the status of the services or work to 
be performed; and 

-shall promptly review all written reports submitted by Grantee, determine whether the reports 
comply with the terms of this Agreement, and give Grantee timely feedback on the adequacy of 
progress and task reports or necessary additional information. 

1.4.2 Grantee's Agreement Manager or designee, shall represent the Grantee with regard to 
performance of this Agreement and shall be the designated point of contact for the City's Agreement 
Manager. 
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1.4.3 If either party replaces its Agreement Manager, that party shall promptly send written notice of 
the change to the other party. The notice shall identify a qualified and competent replacement and 
provide contact information. 

SECTION 2. TERM 

2.1 Term of Agreement. The Agreement shall be in effect for a term of 18 months beginning April 1, 
2019 through September 30, 2020 and may be extended thereafter for up to three additional 12 month 
periods, subject to the approval of the Grantee and the City Purchasing Officer or their designee. 

2.1.1 Upon expiration of the initial term or period of extension, the Grantee agrees to hold over 
under the terms and conditions of this Agreement for such a period of time as is reasonably 
necessary tore-solicit and/or complete the project (not to exceed 120 calendar days unless mutually 
agreed upon in writing). 

SECTION 3. PROGRAM WORK STATEMENT 

3.1 Grantee's Obligations. The Grantee shall fully and timely provide all services described in the 
attached Agreement Exhibits in strict accordance with the terms, covenants, and conditions of the 
Agreement and all applicable federal, state, and local laws, rules, and regulations. 

SECTION 4. COMPENSATION AND REPORTING 

4.1 Agreement Amount The Grantee acknowledges and agrees that, notwithstanding any other 
provision of this Agreement, the maximum amount payable by the City under this Agreement for the initial 
18 month term shall not exceed the amount approved by City Council, which is $4,263,587 (Four Million 
Two Hundred Sixty Three Thousand Five Hundred Eighty Seven dollars), and $2,739,058 {Two Million 
Seven Hundred Thirty Nine Thousand and Fifty Eight dollars) per 12 month extension option, for a total 
Agreement amount of $12,480,761. Continuation of the Agreement beyond the initial 18 months is 
specifically contingent upon the availability and allocation of funding, and authorization by City CounciL 

4.1.1 The Grantee shall expend City funds according to the approved budget categories described in 
Exhibit B.1, Program Budget and Narrative. 

4.1.1.1 Budget Revision: The Grantee may make transfers between or among the approved 
budget categories with the City Agreement Manager's prior approval, provided that: 

i. The cumulative amount of the transfers between direct budget categories (Personnel, 
Operating Expenses, Direct Assistance and/or Equipment/Capital Outlay) is not more 
than 10% of the program period total-or- $50,000, whichever is less; 

ii. the transfers will not increase or decrease the total monetary obligation of the City under 
this Agreement; and 

iii. the transfers will not change the nature, performance level, or scope of the program 
funded under this Agreement. 

4.1.1.2 Transfers between or among the approved budget categories in excess of 1 0% or 
more than $50,000 will require the City Agreement Manager's approval, and must meet all of 
the conditions outlined in Section 4.1.1.1 {ii) and (iii) above. 

i. The Grantee must submit a Budget Revision Form to the City prior to the submission of 
the Grantee's first monthly billing to the City following the transfer. 

4.1.2 Payment to the Grantee shall be made in the following increments: 

4.1.2.1 For the Program Period of 4/1/2019 through 9/30/2020, the payment from the City to 
the Grantee shall not exceed $4,263,587 (Four Mi/Hon Two Hundred Sixty Three Thousand 
Five Hundred Eighty Seven dollars). 

4.2 Requests for Payment Payment to the Grantee shall be due 30 calendar days following receipt by 
the City of Grantee's fully and accurately completed "Payment Request" and "Monthly Expenditure Report'', 
using forms at http://www.ctkodm.com/austin/. The payment request and expenditure report must be 
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submitted to the City no later than 5:00 p.m. Central Standard Time 15 calendar days following the end of 
the month covered by the request and expenditure report. If the 15th calendar day falls on a weekend or 
holiday, as outlined in Section 8.24, the deadline to submit the payment request and expenditure 
report is extended to no later than 5:00 p.m. Central Standard Time of the 1•• weekday Immediately 
following the weekend or holiday. Grantee must provide the City with supporting documentation 
for each monthly Payment Request which includes, but not limited to, a report of City Agreement 
expenditures generated from the Grantee's financial management system. Examples of appropriate 
supporting documentation MAY include, but are not limited to: 

• General Ledger Detail report from the Grantee's financial management system 
• Profit & Loss Detail report from the Grantee's financial management system 
• Check ledger from the Grantee's financial management system 
• Payroll reports and summaries, including salary allocation reports and signed timesheets 
• Receipts and invoices 
• Copies of checks and bank statements showing transactions as cleared 

The City retains right of final approval of any supporting documentation submitted before a 
Payment Request is approved for processing. Failure to provide supporting documentation 
acceptable to the City may result in delay or rejection of the Payment Request. The City reserves 
the right to modify the required supporting documentation, as needed. 

4.2.1 Unless otherwise expressly authorized in the Agreement, the Grantee shall pass through all 
Subagreement and other authorized expenses at actual cost without markup. 

4.2.2 Federal excise taxes, state taxes, or City sales taxes must not be included in the invoiced 
amount. The City will furnish a tax exemption certificate upon request. 

4.3 Pavment. 

4.3.1 All requests accepted and approved for payment by the City will be paid within 30 calendar 
days of the City's receipt of the deliverables or of the invoice, whichever is later. Requests for 
payment received without the information required in Section 4.2 cannot be processed, will be 
returned to the Grantee, and City will make no payment in connection with such request. 

4.3.2 If payment is not timely made, (per this paragraph), interest shall accrue on the unpaid 
balance at the lesser of the rate specified in Texas Government Code Section 2251.025 or the 
maximum lawful rate; except, if payment is not timely made for a reason for which the City may 
withhold payment hereunder, interest shall not accrue until 10 calendar days after the grounds for 
withholding payment have been resolved. 

4.3.3 The City may withhold or set off the entire payment or part of any payment otherwise due the 
Grantee to such extent as may be necessary on account of; 

City of Austin 

4.3.3.1 delivery of unsatisfactory services by the Grantee; 

4.3.3.2 third party claims, which are not covered by the insurance which the Grantee is 
required to provide, are filed or reasonable evidence indicating probable filing of such 
claims; 

4.3.3.3 failure of the Grantee to pay Subgrantees, or for labor, materials or equipment, 

4.3.3.4 damage to the property of the City or the City's agents, employees or Grantees, 
which is not covered by insurance required to be provided by the Grantee; 

4.3.3.5 reasonable evidence that the Grantee's obligations will not be completed within the 
time specified in the Agreement, and that the unpaid balance would not be adequate to 
cover actual or liquidated damages for the anticipated delay; 

4.3.3.6 failure of the Grantee to submit proper payment requests and expenditure reports 
with all required attachments and supporting documentation; 

4.3.3.7 failure of the Grantee to comply with any material provision of the Agreement; or 

4.3.3.8 identification of previously reimbursed expenses determined to be unallowable 
after payment was made. 

Page 3 of20 
Social Services Agreement 



4.3.4 Notice is hereby given of Article VIII, Section 1 of the Austin City Charter which prohibits 
the payment of any money to any person, firm or corporation who is in arrears to the City for taxes, 
and of §2-8-3 of the Austin City Code concerning the right of the City to offset indebtedness owed the 
City. Payment will be made by check unless the parties mutually agree to payment by electronic 
transfer of funds. 

4.4 Non-Appropriation. The awarding or continuation of this Agreement is dependent upon the 
availability of funding and authorization by Council. The City's payment obligations are payable only and 
solely from funds appropriated and available for this Agreement. The absence of appropriated or other 
lawfully available funds shall render the Agreement null and void to the extent funds are not appropriated or 
available and any deliverables delivered but unpaid shall be returned to the Grantee. The City shall provide 
the Grantee written notice of the failure of the City to make an adequate appropriation for any fiscal year to 
pay the amounts due under the Agreement, or the reduction of any appropriation to an amount insufficient 
to permit the City to pay its obligations under the Agreement. In the event of non- or inadequate 
appropriation of funds, there will be no penalty or removal fees charged to the City. 

4.5 Travel Expenses. All approved travel, lodging, and per diem expenses in connection with the 
Agreement for which reimbursement may be claimed by the Grantee under the terms of the Agreement will 
be reviewed against the City's Travel Policy and the current United States General Services Administration 
Domestic Per Diem Rates (Rates) as published and maintained on the Internet at: 

http://www.qsa. qov/portal/categorv/21287 

No amounts in excess of the Travel Policy or Rates shall be paid. No reimbursement will be made for 
expenses not actually incurred. Airline fares in excess of coach or economy will not be reimbursed. 
Mileage charges may not exceed the amount permitted as a deduction in any year under the Internal 
Revenue Code or Regulation. 

4.6 Final Payment and Close-Out. 

4.6.1 The making and acceptance of final payment will constitute: 

4.6.1.1 a waiver of all claims by the City against the Grantee, except claims (1) which have 
been previously asserted in writing and not yet settled, (2) arising from defective work 
appearing after final inspection, (3) arising from failure of the Grantee to comply with the 
Agreement or the terms of any warranty specified herein, regardless of when the cause for a 
claim is discovered (4) arising from the Grantee's continuing obligations under the 
Agreement, including but not limited to indemnity and warranty obligations, or (5) arising 
under the City's right to audit; and 

4.6.1.2 a waiver of all claims by the Grantee against the City other than those previously 
asserted in writing and not yet settled. 

4.7 Financial Terms. 

4.7.1 The City agrees to pay Grantee for services rendered under this Agreement and to 
reimburse Grantee for actual, eligible expenses incurred and paid in accordance with all terms and 
conditions of this Agreement. The City shall not be liable to Grantee for any costs incurred by 
Grantee which are not reimbursable as set forth in Section 4.8. 

4.7.2 The City's obligation to pay is subject to the timely receipt of complete and accurate reports 
as set forth in Section 4.9 and any other deliverable required under this Agreement. 

4.7.3 Payments to the Grantee will immediately be suspended upon the occasion of any late, 
incomplete, or inaccurate report, audit, or other required report or deliverable under this Agreement, 
and payments will not be resumed until the Grantee is in full compliance. 

4.7.4 The City shall not be liable to Grantee for any costs which have been paid under other 
agreements or from other funds. In addition, the City shall not be liable for any costs incurred by 
Grantee which were: a) incurred prior to the effective date of this Agreement or outside the 
Agreement period as referenced in Sections 4.1.2 and 4.8.1., or b) not billed to the City within 5 
business days before the due date for the Grantee's annual Contract Progress Report or Contract 
Closeout Summary Report, whichever is applicable. 

4.7.5 Grantee agrees to refund to the City any funds paid under this Agreement which the City 
determines have resulted in overpayment to Grantee or which the City determines have not been 
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spent by Grantee in accordance with the terms of this Agreement. Refunds shall be made by 
Grantee within 30 calendar days after a written refund request is submitted by the City. The City 
may, at its discretion, offset refunds due from any payment due Grantee, and the City may also 
deduct any loss, cost, or expense caused by Grantee from funds otherwise due. 

4.7.6 Grantee shall deposit and maintain all funds received under this Agreement in either a 
separate numbered bank account or a general operating account. either of which shall be supported 
with the maintenance of a separate accounting with a specific chart which reflects specific revenues 
and expenditures for the monies received under this Agreement. The Grantee's accounting system 
must identify the specific expenditures, or portions of expenditures, against which funds under this 
Agreement are disbursed. Grantee must be able to produce an accounting system~enerated report 
of exact expenses or portions of expenses charged to the City for any given time period. 

4.7.7 Grantee is required to utilize an online Agreement management system for billing and 
reporting in accordance with the City's guidelines, policies, and procedures. Grantee is responsible 
for all data entered/edited under its unique username, as well as all required but omitted data. 

4.7.8 Grantee shall expend the City budget in a reasonable manner in relation to Agreement time 
elapsed and/or Agreement program service delivery schedule. If cumulative expenditures are not 
within acceptable amounts, the City may require the Grantee to: 1) submit an expenditure plan, 
and/or 2) amend the Agreement budget amount to reflect projected expenditures, as determined by 
the City. 

4.8 Allowable and Unallowable Costs. 

The City shall make the final determination of whether a cost is allowable or unallowable under this 
Agreement. 

4.8.1 Reimbursement Only. Expenses and/or expenditures shall be considered reimbursable only if 
incurred during the current Program Period identified in Section 4.1.2, directly and specifically in the 
performance of this Agreement, and in conformance with the Agreement Exhibits. Grantee agrees 
that, unless otherwise specifically provided for in this Agreement, payment _ by the City under the 
terms of this Agreement is made on a reimbursement basis only; Grantee must have incurred and 
paid costs prior to those costs being invoiced and considered allowable under this Agreement and 
subject to payment by the City. Expenses incurred during the Program Period may be paid up to 30 
days after the end of the Program Period and included in the Final Payment Request for the Program 
Period, which shall be due no later than 5 p.m. CST 5 business days before the due date for the 
Grantee's annual Contract Progress Report or Contract Closeout Summary Report, whichever is 
applicable. 

4.8.2 To be allowable under this Agreement, a cost must meet all of the following general criteria: 

1. Be reasonable for the performance of the activity under the Agreement. 
2. Conform to any limitations or exclusions set forth in this Agreement. 
3. Be consistent with policies and procedures that apply uniformly to both government

financed and other activities of the organization. 
4. Be determined and accounted in accordance with generally accepted accounting principles 

(GAAP). 
5. Be adequately documented. 

4.8.3 The City's prior written authorization is required in order for the following to be considered 
allowable costs. Inclusion in the budget within this Agreement constitutes "written authorization." 
The item shall be specifically identified in the budget. The City shall have the authority to make the 
final determination as to whether an expense is an allowable cost. 

City of Austin 

1. Alteration, construction, or relocation of facilities 
2. Cash payments, including cash equivalent gift cards such as Visa, MasterCard and 

American Express 
3. Equipment and other capital expenditures. 
4. Interest, other than mortgage interest as part of a pre-approved budget under this 

Agreement 
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5. Organization costs (costs in connection with the establishment or reorganization of an 
organization) 

6. Purchases of tangible, nonexpendable property, including fax machines, stereo systems, 
cameras, video recorder/players, microcomputers, software, printers, microscopes, 
oscilloscopes, centrifuges, balances and incubator, or any other item having a useful life 
of more than one year and an acquisition cost, including freight, of over $5,000 

7. Selling and marketing 
B. Travel/training outside Travis County 

4.8.4 The following types of expenses are specifically not allowable with City funds under this 
Agreement. The City shall have the authority to make the final determination as to whether an 
expense is an allowable cost. 

1. Alcoholic beverages 
2. Bad debts 
3. Compensation of trustees, directors, officers, or advisory board members, other than 

those acting in an executive capacity 
4. Contingency provisions (funds). (Self-insurance reserves and pension funds are 

allowable.) 
5. Defense and prosecution of criminal and civil proceedings, claims, appeals and patent 

infringement 
6. Deferred costs 
7. Depreciation 
8. Donations and contributions including donated goods or space 
9. Entertainment costs, other than expenses related to client incentives 
10. Fines and penalties (including late fees) 
11. Fundraising and development costs 
12. Goods or services for officers' or employees' personal use 
13. Housing and personal living expenses for organization's officers or employees 
14. Idle facilities and idle capacity 
15. Litigation-related expenses (including personnel costs) in action(s) naming the City as a 

Defendant 
16. Lobbying or other expenses related to political activity 
17. Losses on other agreements or casualty losses 
18. Public relations costs, except reasonable, pre-approved advertising costs related directly 

to services provided under this Agreement 
19. Taxes, other than payroll and other personnel-related levies 
20. Travel outside of the United States of America 

4.9 Reports. 

4.9.1 Grantee must submit a fully and accurately completed "Payment Request" and "Monthly 
Expenditure Report" to the City's Agreement Manager using the forms shown at 
http:llwww.ctkodm.com/austinl by the deadline outlined in Section 4.2. Grantee must provide 
complete and accurate supporting documentation. Upon receipt and approval by the City of each 
complete and accurate Payment Request and Monthly Expenditure Report, the City shall process 
payment to the Grantee in an amount equal to the City's payment obligations, subject to deduction for 
any unallowable costs. 

4.9.2 Grantee shall submit a quarterly performance report using the format and method specified by 
the City no later than 5:00 p.m. Central Time 15 calendar days following each calendar quarter. If the 
151h calendar day falls on a weekend or holiday, as outlined in Section 8.24, the deadline to submit 
the quarterly performance report is extended to no later than 5:00 p.m. Central Standard Time of the 
111 weekday immediately following the weekend or holiday. Grantee shall provide complete and 
accurate supporting documentation upon request by City. Payment Requests will not be approved if 
any accurate and complete performance report, including any required documentation, is past due. 
Performance reports on a frequency other than quarterly may be required by the City based upon 
business needs. 
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4.9.3 An annual Contract Progress Report, using the forms shown at http://www.ctkodm.com/austinl. 
shall be completed by the Grantee and submitted to the City within 60 calendar days following the 
end of each Program Period identified in Section 4.1.2. 

4.9.4 A Contract Closeout Summary Report using the forms shown at http://www.ctkodm.com/austinl 
shall be completed by the Grantee and submitted to the City within 60 calendar days following the 
expiration or termination of this Agreement. Any encumbrances of funds incurred prior to the date of 
termination of this Agreement shall be subject to verification by the City. Upon termination of this 
Agreement, any unused funds, unobligated funds, rebates, credits, or interest earned on funds 
received under this Agreement shall be returned to the City. 

4.9.5 Grantee shall provide the City with a copy of the completed Administrative and Fiscal Review 
(AFR) using the forms shown at http://www.ctkodm.com/austinl, and required AFR Attachments. 
including a copy of the Grantee's completed Internal Revenue Service Form 990 or 990EZ (Return of 
Organization Exempt from Income Tax) if applicable, for each calendar year to be due in conjunction 
with submission of the Grantee's annual financial audit report or financial review report as outlined in 
Section 4.12.4. If Grantee filed a Form 990 or Form 990EZ extension request, Grantee shall provide 
the City with a copy of that application of extension of time to file (IRS Form 2758) within 30 days of 
filing said form(s), and a copy of the final IRS Form 990 document(s) immediately upon completion. 

4.9.6 Grantee shall provide other reports required by the City to document the effective and 
appropriate delivery of services as outlined under this Agreement as required by the City. 

4.1 0 Grantee Policies and Procedures. 

4.1 0.1 Grantee shall maintain written policies and procedures approved by its governing body and 
shall make copies of all policies and procedures available to the City upon request. At a minimum, 
written policies shall exist in the following areas: Financial Management; Subcontracting and/or 
Procurement; Equal Employment Opportunity; Personnel and Personnel Grievance; Nepotism; Non
Discrimination of Clients; Client Grievance; Drug Free Workplace; the Americans with Disabilities Act; 
Conflict of Interest; Whistleblower; and Criminal Background Checks. 

4.1 0.2 Grantee shall provide the City with copies of revised Articles of Incorporation and Doing 
Business As (DBA) certificates (if applicable) within 14 calendar days of receipt of the notice of filing 
by the Secretary of State's office. Grantee shall provide the City with copies of revised By-Laws 
within 14 calendar days of their approval by the Grantee's governing body. 

4.11 Monitoring and Evaluation. 

4.11.1 Grantee agrees that the City or its designee may carry out monitoring and evaluation 
activities to ensure adherence by the Grantee and Subgrantees to the Program Work Statement, 
Program Performance Measures, and Program Budget, as well as other provisions of this 
Agreement. Grantee shall fully cooperate in any monitoring or review by the City and further agrees 
to designate a staff member to coordinate monitoring and evaluation activities. 

4.11.2 The City expressly reserves the right to monitor client-level data related to services provided 
under this Agreement. If the Grantee asserts that client-level data is legally protected from disclosure 
to the City, a specific and valid legal reference to this assertion must be provided and is subject to 
acceptance by the City's Law Department. 

4.11.3 Grantee shall provide the City with copies of all evaluation or monitoring reports received 
from other funding sources during the Agreement Term upon request following the receipt of the final 
report. 

4.11.4 Grantee shall keep on file copies of all notices of Board of Directors meetings, 
Subcommittee or Advisory Board meetings, and copies of approved minutes of those meetings. 

4.12 Financial Audit of Grantee. 
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4.12.1 In the event Grantee expends $750,000 or more in a year in federal awards, Grantee shall 
have a single or program specific audit conducted in accordance with Chapter 200, Subpart F, of Title 
2 of the Code of Federal Regulations as required by the Single Audit Act of 1984, as amended 
(Single Audit Act), and shall submit to the City a complete set of audited financial statements and the 
auditor's opinion and management letters in accordance with Chapter 200, Subpart F, of Title 2 of the 
Code of Federal Regulations and any guidance issued by the federal Office of Management and 
Budget covering Grantee's fiscal year until the end of the term of this Agreement. 

4.12.2 If Grantee is not subject to the Single Audit Act, and expends $750,000 or more during the 
Grantee's fiscal year, then Grantee shall have a full financial audit performed in accordance with 
Generally Accepted Auditing Standards (GAAS). If less than $750,000 is expended, then a financial 
review is acceptable, pursuant to the requirements of this Agreement. 

4.12.3 Grantee shall contract with an independent auditor utilizing a Letter of Engagement. The 
auditor must be a Certified Public Accountant recognized by the regulatory authority of the State of 
Texas. 

4.12.4 Grantee must submit 1 Board-approved, bound hard copy of a complete financial audit report 
or financial review report, to include the original auditor Opinion Letter/Independent Auditor's Report 
within 270 calendar days of the end of Grantee's fiscal year, unless alternative arrangements are 
approved in writing by the City. The financial audit report or financial review report must include the 
Management Letter/Internal Controls Letter, if one was issued by the auditor. Grantee may not 
submit electronic copies of financial audit reports or financial review reports to the City. Financial 
audit reports or financial review reports must be provided in hard copy, and either mailed or hand
delivered to the City. 

4.12.5 The City will contact the independent auditor to verify: 

i. That the auditor completed the financial audit report/financial review report received from 
the Grantee; 

ii. That the auditor presented the financial audit report/financial review report to the 
Grantee's Board of Directors or a committee of the Board, and; 

iii. The date the financial audit report/financial review report was presented to the Grantee's 
Board of Directors or a committee of the Board. 

4.12.6 The City will contact the Board Chair to verify that the auditor presented the financial audit 
report/financial review report to the Grantee's Board of Directors or a committee of the Board. 

i. Grantee's Board Chair must submit a signed and dated copy of the APH Board 
Certification form to the City as verification. 

A signed and dated copy of the APH Board Certification form will be due to the City with the financial 
audit report/financial review report. The City will deem the financial audit report/financial review report 
incomplete if the Grantee fails to submit the Board Certification form, as required by this Section. 

4.12.7 The inclusion of any Findings or a Going Concern Uncertainty, as defined by Chapter 200, 
Subpart F, of Title 2 of the Code of Federal Regulations and GAAS, in a Grantee's audit requires the 
creation and submission to the City of a corrective action plan formally approved by the Grantee's 
governing board. The plan must be submitted to the City within 60 days after the audit is submitted to 
the City. Failure to submit an adequate plan to the City may result in the immediate suspension of 
funding. If adequate improvement related to the audit findings is not documented within a reasonable 
period of time, the City may provide additional technical assistance, refer the Agreement to the City 
Auditor for analysis, or move to terminate the Agreement as specified in Section 5 of the Agreement. 

4.12.8 The expiration or termination of this Agreement shall in no way relieve the Grantee of the 
audit requirement set forth in this Section. 

4.12.9 Right To Audit By Office of City Auditor. 

City of Austin 

4.12.9.1 Grantee agrees that the representatives of the Office of the City Auditor, or other 
authorized representatives of the City, shall have access to, and the right to audit, examine, 
and copy any and all records of the Grantee related to the performance under this 
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Agreement during normal business hours (Monday- Friday, 8 am- 5 pm). In addition to 
any other rights of termination or suspension set forth herein, the City shall have the right to 
immediately suspend the Agreement, upon written notice to Grantee, if Grantee fails to 
cooperate with this audit provision. The Grantee shall retain all such records for a period of 
5 years after the expiration or early termination of this Agreement or until all audit and 
litigation matters that the City has brought to the attention of the Grantee are resolved, 
whichever is longer. The Grantee agrees to refund to the City any overpayments disclosed 
by any such audit. 

4.12.9.2 Grantee shall include this audit requirement in any subagreements entered into in 
connection with this Agreement. 

4.13 Ownership of Property. 

4.13.1 Ownership title to all capital acquisition, supplies, materials or any other property 
purchased with funds received under this Agreement and in accordance with the provisions of the 
Agreement, is vested with the City and such property shall, upon termination of the Agreement, be 
delivered to the City upon request. 

4.13.2 Written notification must be given to the City within 5 calendar days of delivery of 
nonexpendable property (defined as anything that has a life or utility of more than 1 year and an 
acquisition cost, including freight. of over $5,000) in order for the City to effect identification and 
recording for inventory purposes. Grantee shall maintain adequate accountability and control over 
such property, maintain adequate property records, perform an annual physical inventory of all such 
property, and report this information in the Annual Agreement Progress Report, due 60 days after the 
end of each Program Period, as well as in the Agreement Closeout Summary Report, due 60 days 
after the end of the Agreement Term. 

4.13.3 In the event Grantee's services are retained under a subsequent agreement, and should 
Grantee satisfactorily perform its obligations under this Agreement, Grantee shall be able to retain 
possession of non-expendable property purchased under this Agreement for the duration of the 
subsequent agreement. 

4.13.4 Property purchased with City funds shall convey to the Grantee 2 years after purchase, 
unless notified by the City in writing. 

SECTION 5. TERMINATION 

5.1 Right To Assurance. Whenever one party to the Agreement in good faith has reason to question 
the other party's intent to perform, demand may be made to the other party for written assurance of the 
intent to perform. In the event that no assurance is given within the time specified after demand is made, 
the demanding party may treat this failure as an anticipatory repudiation of the Agreement. 

5.2 Default. The Grantee shall be in default under the Agreement if the Grantee (a) fails to fully, timely 
and faithfully perform any of its material obligations under the Agreement, (b) fails to provide adequate 
assurance of performance under the "Right to Assurance" paragraph herein, (c) becomes insolvent or 
seeks relief under the bankruptcy laws of the United States or (d) makes a material misrepresentation in 
Grantee's Offer, or in any report or deliverable required to be submitted by Grantee to the City. 

5.3 Termination For Cause. In the event of a default by the Grantee, the City shall have the right to 
terminate the Agreement for cause, by written notice effective 1 0 calendar days, unless otherwise specified, 
after the date of such notice, unless the Grantee, within such 1 0 day period, cures such default, or provides 
evidence sufficient to prove to the City's reasonable satisfaction that such default does not, in fact, exist. 
The City may place Grantee on probation for a specified period of time within which the Grantee must 
correct any non-compliance issues. Probation shall not normally be for a period of more than 9 months; 
however, it may be for a longer period, not to exceed 1 year depending on the circumstances. If the City 
determines the Grantee has failed to perform satisfactorily during the probation period, the City may 
proceed with suspension. In the event of a default by the Grantee, the City may suspend or debar the 
Grantee in accordance with the "City of Austin Purchasing Office Probation, Suspension and Debarment 
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Rules for Vendors~ and remove the Grantee from the City's vendor list for up to 5 years and any Offer 
submitted by the Grantee may be disqualified for up to 5 years. In addition to any other remedy available 
under law or in equity, the City shall be entitled to recover all actual damages, costs, losses and expenses, 
incurred by the City as a result of the Grantee's default .. including, without limitation, cost of cover, 
reasonable attorneys' fees, court costs, and prejudgment and post-judgment interest at the maximum lawful 
rate. All rights and remedies under the Agreement are cumulative and are not exclusive of any other right or 
remedy provided by law. 

5.4 Termination Without Cause. The City shall have the right to terminate the Agreement, in whole or 
in part, without cause any time upon 30 calendar-days prior written notice. Upon receipt of a notice of 
termination, the Grantee shall promptly cease all further work pursuant to the Agreement, with such 
exceptions, if any, specified in the notice of termination. The City shall pay the Grantee, to the extent of 
funds appropriated or otherwise legally available for such purposes, for all goods delivered and services 
performed and obligations incurred prior to the date of termination in accordance with the terms hereof. 

5.5 Fraud. Fraudulent statements by the Grantee on any Offer or in any report or deliverable required to 
be submitted by the Grantee to the City shall be grounds for the termination of the Agreement for cause by 
the City and may result in legal action. 

SECTION 6, OTHER DELIVERABLES 

6.1 Insurance. The following insurance requirements apply. 

6. 1.1 General Requirements 

City of Austin 

6.1.1 .1 The Grantee shall at a m1n1mum carry insurance in the types and amounts 
indicated herein for the duration of the Agreement and during any warranty period. 

6.1.1.2 The Grantee shall provide a Certificate of Insurance as verification of coverages 
required below to the City at the below address prior to Agreement execution and within 14 
calendar days after written request from the City. 

6.1.1.3 The Grantee must also forward a Certificate of Insurance to the City whenever a 
previously identified policy period has expired, or an extension option or holdover period is 
exercised, as verification of continuing coverage. 

6.1.1.4 The Grantee shall not commence work until the required insurance is obtained and 
has been reviewed by the City. Approval of insurance by the City shall not relieve or 
decrease the liability of the Grantee hereunder and shall not be construed to be a limitation of 
liability on the part of the Grantee. 

6.1.1.5 The Grantee must maintain and make available to the City, upon request, Certificates 
of Insurance for all Subgrantees. 

6.1.1.6 The Grantee's and all Subgrantees' insurance coverage shall be written by 
companies licensed to do business in the State of Texas at the time the policies are issued 
and shall be written by companies with A.M. Best ratings of B+VII or better. The City will 
accept workers' compensation coverage written by the Texas Workers' Compensation 
Insurance Fund. 

6.1.1. 7 All endorsements naming the City as additional insured, waivers, and notices of 
cancellation endorsements as well as the Certificate of Insurance shall contain the Grantee's 
email address, and shall be mailed to the following address: 

City of Austin 
Austin Public Health 
ATTN: Contract Management Team 
P. 0. Box 1088 
Austin, Texas 78767 

Page 10 of20 
Social Services Agreement 



6. 1.1.8 The "other" insurance clause shall not apply to the City where the City is an 
additional insured shown on any policy. It is intended that policies required in the Agreement, 
covering both the City and the Grantee, shall be considered primary coverage as applicable. 

6.1.1.9 If insurance policies are not written for amounts specified, the Grantee shall carry 
Umbrella or Excess Liability Insurance for any differences in amounts specified. If Excess 
Liability Insurance is provided, it shall follow the form of the primary coverage. 

6.1.1.1 0 The City shall be entitled, upon request, at an agreed upon location, and without 
expense, to review certified copies of policies and endorsements thereto and may make any 
reasonable requests for deletion or revision or modification of particular policy terms, 
conditions, limitations, or exclusions except where policy provisions are established by law or 
regulations binding upon either of the parties hereto or the underwriter on any such policies. 

6.1.1.11 The City reserves the right to review the insurance requirements set forth during 
the effective period of the Agreement and to make reasonable adjustments to insurance 
coverage, limits, and exclusions when deemed necessary and prudent by the City based 
upon changes in statutory law, court decisions, the claims history of the industry or financial 
condition of the insurance company as well as the Grantee. 

6.1.1.12 The Grantee shall not cause any insurance to be canceled nor permit any 
insurance to lapse during the term of the Agreement or as required in the Agreement. 

6.1.1.13 The Grantee shall be responsible for premiums, deductibles and self-insured 
retentions, if any, stated in policies. All deductibles or self-insured retentions shall be 
disclosed on the Certificate of Insurance. 

6.1.1.14 The Grantee shall endeavor to provide the City 30 calendar-days written notice of 
erosion of the aggregate limits below occurrence limits for all applicable coverages indicated 
within the Agreement. 

6.1.2 Specific Coverage Requirements. The Grantee shall at a minimum carry insurance in the 
types and amounts indicated below for the duration of the Agreement, including extension options 
and hold over periods, and during any warranty period. These insurance coverages are required 
minimums and are not intended to limit the responsibility or liability of the Grantee. 

6.1.2.1 Commercial General Liability Insurance. The minimum bodily injury and property 
damage per occurrence are $500,000* for coverages A (Bodily Injury and Property Damage) 
and B (Personal and Advertising Injuries). The policy shall contain the following provisions 
and endorsements. 

6.1.2.1.1 Blanket contractual liability coverage for liability assumed under the 
Agreement and all other Agreements related to the project 

6.1.2.1.2 Independent Grantee's Coverage 

6.1.2.1.3 Products/Completed Operations Liability for the duration of the 
warranty period 

6.1.2.1.4 Waiver of Subrogation, Endorsement CG 2404, or equivalent coverage 

6.1.2.1.5 Thirty calendar-days' Notice of Cancellation, Endorsement CG 0205, 
or equivalent coverage 

6.1.2.1.6 The "City of Austin" listed as an additional insured, Endorsement CG 
2010, or equivalent coverage 

6.1.2.1. 7 If care of a child is provided outside the presence of a legal guardian or 
parent, Grantee shall provide coverage for sexual abuse and 
molestation for a minimum limit of $500,000 per occurrence. 
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City of Austin 

6.1.2.1.8 The policy shall be endorsed to cover injury to a child while the child is 
in the care of the Grantee or Subgrantee. 

• Supplemental Insurance Requirement. If eldercare, childcare, or housing for 
clients is provided, the required limits shall be $1,000,000 per occurrence. 

6.1.2.2 Business Automobile Liability Insurance. 

Minimum limits: $500,000 combined single limit per occurrence for all owned, hired 
and non-owned autos 

a. If any form of transportation for clients is provided, coverage for all owned, non
owned, and hired vehicles shall be maintained with a combined single limit of 
$1,000,000 per occurrence. 

b. If no client transportation is provided but autos are used within the scope of work, 
and there are no agency owned vehicles, evidence of Personal Auto Policy 
coverage from each person using their auto may be provided. The following 
limits apply for personal auto insurance: $100,000/$300,000/$100,000. 

All policies shall contain the following endorsements: 

6.1.2.2.1. 

6.1.2.2.2. 

6.1.2.2.3 

Waiver of Subrogation, Endorsement CA 0444, or equivalent 
coverage 
Thirty calendar-days' Notice of Cancellation, Endorsement CA 0244, 
or equivalent coverage 
The UCity of Austin" listed as an additional insured, Endorsement CA 
2048, or equivalent coverage 

6.1.2.3 Worker's Compensation and Employers' Liability Insurance. Coverage shall be 
consistent with statutory benefits outlined in the Texas Worker's Compensation Act (Section 
401). The minimum policy limits for Employer's Liability are $100,000 bodily injury each 
accident, $500,000 bodily injury by disease policy limit and $100,000 bodily injury by disease 
each employee. The policy shall contain the following provisions and endorsements: 

6.1.2.3.1 The Grantee's policy shall apply to the State of Texas 

6.1.2.3.2 Waiver of Subrogation, Form WC 420304, or equivalent coverage 

6.1.2.3.3 Thirty calendar-days' Notice of Cancellation, Form WC 420601, or 
equivalent coverage 

6.1.2.4 Professional Liability Insurance. 

6.1.2.4.1 Grantee shall provide coverage at a minimum limit of $500,000 per claim 
to pay on behalf of the assured all sums which the assured shall become legally 
obligated to pay as damages by reason of any negligent act, error, or omission 
arising out of the performance of professional services under this Agreement. 

6.1.2.4.2 If coverage is written on a claims-made basis, the retroactive date shall 
be prior to or coincident with the date of the Agreement and the certificate of 
insurance shall state that the coverage is claims-made and indicate the retroactive 
date. This coverage shall be continuous and will be provided for 24 months 
following the completion of the Agreement. 

6.1.2.5 Blanket Crime Policy Insurance. A Blanket Crime Policy shall be required with 
limits equal to or greater than the sum of all Agreement funds allocated by the City. 
Acceptance of alternative limits shall be approved by Risk Management. 
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6.1.2.6 Directors and Officers Insurance. Directors and Officers Insurance with a 
minimum of not less than $1,000,000 per claim shall be in place for protection from claims 
arising out of negligent acts, errors or omissions for directors and officers while acting in 
their capacities as such. If coverage is underwritten on a claims-made basis, the retroactive 
date shall be coincident with or prior to the date of the Agreement and the certificate of 
insurance shall state that the coverage is claims made and the retroactive date. The 
coverage shall be continuous for the duration of the Agreement and for not less than 24 
months following the end of the Agreement. Coverage, including renewals, shall have the 
same retroactive date as the original policy applicable to the Agreement or evidence of prior 
acts or an extended reporting period acceptable to the City may be provided. The Grantee 
shall, on at least an annual basis, provide the City with a Certificate of Insurance as 
evidence of such insurance. 

6.1.2.7 ProDertv Insurance. If the Agreement provides funding for the purchase of 
property or equipment the Grantee shall provide evidence of all risk property insurance for a 
value equivalent to the replacement cost of the property or equipment. 

6.1.2.8 Endorsements. The specific insurance coverage endorsements specified above, 
or their equivalents, must be provided. In the event that endorsements, which are the 
equivalent of the required coverage, are proposed to be substituted for the required 
coverage, copies of the equivalent endorsements must be provided for the City's review and 
approval. 

6.1.2.9 Certificate. The following statement must be shown on the Certificate of 
Insurance. 

"The City of Austin is an Additional Insured on the general liability and the auto liability 
policies. A Waiver of Subrogation is issued in favor of the City of Austin for general liability, 
auto liability and workers compensation policies." 

6.2 Equal Opportunity. 

6.2.1 Equal Employment Opportunity. No Grantee or Grantee's agent shall engage in any 
discriminatory employment practice as defined in Chapter 5-4 of the City Code. No Bid submitted to 
the City shall be considered, nor any Purchase Order issued, or any Agreement awarded by the City 
unless the Grantee has executed and filed with the City Purchasing Office a current Non
Discrimination Certification. The Grantee shall sign and return the Non-Discrimination Certification 
attached hereto as Exhibit C. Non-compliance with Chapter 5-4 of the City Code may result in 
sanctions, including termination of the Agreement and the Grantee's suspension or debarment from 
participation on future City Agreements until deemed compliant with Chapter 5-4. Any Subgrantees 
used in the performance of this Agreement and paid with City funds must comply with the same 
nondiscrimination requirements as the Grantee. 

6.2.2 Americans with Disabilities Act (ADA) Compliance. No Grantee, or Grantee's agent 
shall engage in any discriminatory employment practice against individuals with disabilities as defined 
in the ADA. 

6.3 Inspection of Premises. The City has the right to enter Grantee's and Subgrantee's work facilities 
and premises during Grantee's regular work hours, and Grantee agrees to facilitate a review of the 
facilities upon reasonable request by the City. 

6.4 Rights to Proposal and Contractual Material. All material submitted by the Grantee to the City 
shall become property of the City upon receipt. Any portions of such material claimed by the Grantee 
to be proprietary must be clearly marked as such. Determination of the public nature of the material 
is subject to the Texas Public Information Act, Chapter 552, Texas Government Code. 

6.5 Publications. All published material and written reports submitted under the Agreement must be 
originally developed material unless otherwise specifically provided in the Agreement. When material 
not originally developed is included in a report in any form, the source shall be identified. 
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SECTION 7. WARRANTIES 

7.1 Authority. Each party warrants and represents to the other that the person signing this Agreement 
on its behalf is authorized to do so, that it has taken all action necessary to approve this Agreement, and 
that this Agreement is a lawful and binding obligation of the party. 

7.2 Performance Standards. Grantee warrants and represents that all services provided under this 
Agreement shall be fully and timely performed in a good and workmanlike manner in accordance with 
generally accepted community standards and, if applicable, professional standards and practices. Grantee 
may not limit, exclude, or disclaim this warranty or any warranty implied by law, and any attempt to do so 
shall be without force or effect. If the Grantee is unable or unwilling to perform its services in accordance 
with the above standard as required by the City, then in addition to any other available remedy, the City 
may reduce the amount of services it may be required to purchase under the Agreement from the Grantee, 
and purchase conforming services from other sources. In such event, the Grantee shall pay to the City 
upon demand the increased cost, if any, incurred by the City to procure such services from another source. 
Grantee agrees to participate with City staff to update the performance measures. 

SECTION 8. MISCELLANEOUS 

8.1 Criminal Background Checks. Grantee and Subgrantee(s) agree to perform a criminal background 
check on individuals providing direct client services in programs designed for children under 18 years of 
age, seniors 55 years of age and older, or persons with Intellectual and Developmental Disabilities (IDD). 
Grantee shall not assign or allow an individual to provide direct client service in programs designed for 
children under 18 years of age, seniors 55 years of age and older, or persons with IDD if the individual 
would be barred from contact under the applicable program rules established by Title 40 of the Texas 
Administrative Code. 

8.2 Compliance with Health. Safety, and Environmental Regulations. The Grantee, its Subgrantees, 
and their respective employees, shall comply fully with all applicable federal, state, and local health, safety, 
and environmental laws, ordinances, rules and regulations in the performance of the services, including but 
not limited to those promulgated by the City and by the Occupational Safety and Health Administration 
(OSHA). In case of conflict, the most stringent safety requirement shall govern. The Grantee shall 
indemnify and hold the City harmless from and against all claims, demands, suits, actions, judgments, 
fines, penalties and liability of every kind arising from the breach of the Grantee's obligations under this 
paragraph. 

8.2.1 The Grantee or Subgrantee(s) seeking an exemption for a food enterprise permit fee must 
present this signed and executed social services Agreement upon request to the City. 
(Source: City of Austin Ordinance 20051201-013) 

8.3 Stop Work Notice. The City may issue an immediate Stop Work Notice in the event the Grantee is 
observed performing in a manner that the City reasonably believes is in violation of federal, state, or local 
guidelines, or in a manner that is determined by the City to be unsafe to either life or property. Upon 
notification, the Grantee will cease all work until notified by the City that the violation or unsafe condition 
has been corrected. The Grantee shall be liable for all costs incurred by the City as a result of the issuance 
of such Stop Work Notice. 

8.4 Indemnity. 

8.4.1 Definitions: 

City of Austin 

8.4.1.1 ulndemnified Claims" shall include any and all claims, demands, suits, causes of 
action, judgments and liability of every character, type or description, including all reasonable 
costs and expenses of litigation, mediation or other alternate dispute resolution mechanism, 
including attorney and other professional fees for: 

8.4.1.1.1 damage to or loss of the property of any person (including, but not limited 
to the City, the Grantee, their respective agents, officers, employees and 
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Subgrantees; the officers, agents, and employees of such Subgrantees; and third 
parties); and/or; 

8.4.1.1.2 death, bodily injury, illness, disease, worker's compensation, loss of 
services, or loss of income or wages to any person (including but not limited to the 
agents, officers and employees of the City, the Grantee, the Grantee's Subgrantees, 
and third parties), 

8.4.1.2 "Fault" shall include the sale of defective or non-conforming deliverables, negligence, 
willful misconduct, or a breach of any legally imposed strict liability standard. 

8.4.2 THE GRANTEE SHALL DEFEND (AT THE OPTION OF THE CITY), INDEMNIFY, AND HOLD THE CITY, ITS 
SUCCESSORS, ASSIGNS, OFFICERS, EMPLOYEES AND ELECTED OFFICIALS HARMLESS FROM AND AGAINST ALL 
INDEMNIFIED CLAIMS DIRECTLY ARISING OUT OF, INCIDENT TO, CONCERNING OR RESULTING FROM THE FAULT 
OF THE GRANTEE, OR THE GRANTEE'S AGENTS, EMPLOYEES OR SUBGRANTEES, IN THE PERFORMANCE OF 
THE GRANTEE'S OBLIGATIONS UNDER THE AGREEMENT. NOTHING HEREIN SHALL BE DEEMED TO LIMIT THE 
RIGHTS OF THE CITY OR THE GRANTEE (INCLUDING, BUT NOT LIMITED TO, THE RIGHT TO SEEK CONTRIBUTION) 
AGAINST ANY THIRD PARTY WHO MAY BE LIABLE FOR AN INDEMNIFIED CLAIM. 

8.5 Claims. If any claim, demand, suit, or other action is asserted against the Grantee which arises under 
or concerns the Agreement, or which could have a material adverse effect on the Grantee's ability to 
perform hereunder, the Grantee shall give written notice thereof to the City within 1 0 calendar days after 
receipt of notice by the Grantee. Such notice to the City shall state the date of notification of any such 
claim, demand, suit, or other action; the names and addresses of the claimant(s); the basis thereof; and the 
name of each person against whom such claim is being asserted. Such notice shall be delivered 
personally or by mail and shall be sent to the City and to the Austin City Attorney. Personal delivery to the 
City Attorney shall be to City Hall, 301 West 2nd Street, 41h Floor, Austin, Texas 78701, and mail delivery 
shall be to P.O. Box 1088, Austin, Texas 78767. 

8.6 Business Continuitv. Grantee warrants that it has adopted a business continuity plan that 
describes how Grantee will continue to provide services in the event of an emergency or other unforeseen 
event, and agrees to maintain the plan on file for review by the City. Grantee shall provide a copy of the 
plan to the City's Agreement Manager upon request at any time during the term of this Agreement, and the 
requested information regarding the Business Continuity Plan sh13ll appear in the annual Administrative and 
Fiscal Review document. 

8.6.1 Grantee agrees to participate in the City's Emergency Preparedness and Response Plan and 
other disaster planning processes. Grantee participation includes assisting the City to provide 
disaster response and recovery assistance to individuals and families impacted by manmade or 
natural disasters. 

B. 7 Notices. Unless otherwise specified, all notices, requests, or other communications required or 
appropriate to be given under the Agreement shall be in writing and shall be deemed delivered 3 business 
days after postmarked if sent by U.S. Postal Service Certified or Registered Mail, Return Receipt 
Requested. Notices delivered by other means shall be deemed delivered upon receipt by the addressee. 
Routine communications may be made by first class mail, email, or other commercially accepted means. 
Notices to the City and the Grantee shall be addressed as follows: 

To the City: 

City of Austin 
Austin Public Health 
Administrative Services Division 

A TIN: Kymberley Maddox, 
Assistant Director 

7201 Levander Loop, Bldg. E 

Austin, TX 78702 

City of Austin 
Social Services Agreement 

To the Grantee: 

Front Steps, Inc. 

ATIN: Greg McCormack, 
Executive Director 

500 E. 7th Street 

Austin, TX 78701 

With copy to: 

City of Austin 
Austin Public Health 

A TIN: Stephanie Hayden, 
Director 

7201 Levander Loop, Bldg. E 

Austin, TX 78702 
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8.8 Confidentiality. In order to provide the deliverables to the City, Grantee may require access to 
certain of the City's andfor its licensors' confidential information (including inventions, employee 
information, trade secrets, confidential know-how, confidential business information, and other information 
which the City or its licensors consider confidential) (collectively, "Confidential Information"). Grantee 
acknowledges and agrees that the Confidential Information is the valuable property of the City andfor its 
licensors and any unauthorized use, disclosure, dissemination, or other release of the Confidential 
Information will substantially injure the City and/or its licensors. The Grantee (including its employees, 
Subgrantees, agents, or representatives) agrees that it will maintain the Confidential Information in strict 
confidence and shall not disclose, disseminate, copy, divulge, recreate, or otherwise use the Confidential 
Information without the prior written consent of the City or in a manner not expressly permitted under this 
Agreement, unless the Confidential Information is required to be disclosed by law or an order of any court 
or other governmental authority with proper jurisdiction, provided the Grantee promptly notifies the City 
before disclosing such information so as to permit the City reasonable time to seek an appropriate 
protective order. The Grantee agrees to use protective measures no less stringent than the Grantee uses 
within its own business to protect its own most valuable information, which protective measures shall under 
all circumstances be at least reasonable measures to ensure the continued confidentiality of the 
Confidential Information. 

8.9 Advertising. Where such action is appropriate as determined by the City, Grantee shall publicize the 
activities conducted by the Grantee under this Agreement. Any news release, sign, brochure, or other 
advertising medium including websites disseminating information prepared or distributed by or for the 
Grantee shall recognize the City as a funding source and include a statement that indicates that the 
information presented does not officially represent the opinion or policy position of the City. 

8.1 0 No Contingent Fees. The Grantee warrants that no person or selling agency has been employed or 
retained to solicit or secure the Agreement upon any agreement or understanding for commission, 
percentage, brokerage, or contingent fee, excepting bona fide employees of bona fide established 
commercial or selling agencies maintained by the Grantee for the purpose of securing business. For 
breach or violation of this warranty, the City shall have the right, in addition to any other remedy available, 
to cancel the Agreement without liability and to deduct from any amounts owed to the Grantee, or otherwise 
recover, the full amount of such commission, percentage, brokerage or contingent fee. 

8.11 Gratuities. The City may, by written notice to the Grantee, cancel the Agreement without liability if it 
is determined by the City that gratuities were offered or given by the Grantee or any agent or representative 
of the Grantee to any officer or employee of the City with a view toward securing the Agreement or securing 
favorable treatment with respect to the awarding or amending or the making of any determinations with 
respect to the performing of such Agreement. In the event the Agreement is canceled by the City pursuant 
to this provision, the City shall be entitled, in addition to any other rights and remedies, to recover or 
withhold the amount of the cost incurred by the Grantee in providing such gratuities. 

8.12 Prohibition Against Personal Interest in Agreements. No officer, employee, independent 
consultant, or elected official of the City who is involved in the development, evaluation, or decision-making 
process of the performance of any solicitation shall have a financial interest, direct or indirect, in the 
Agreement resulting from that solicitation. Any willful violation of this Section shall constitute impropriety in 
office, and any officer or employee guilty thereof shall be subject to disciplinary action up to and including 
dismissal. Any violation of this provision, with the knowledge, expressed or implied, of the Grantee shall 
render the Agreement voidable by the City. 

8. 13 Independent Grantee. The Agreement shall not be construed as creating an employerfemployee 
relationship, a partnership, or a joint venture. The Grantee's services shall be those of an independent 
Grantee. The Grantee agrees and understands that the Agreement does not grant any rights or privileges 
established for employees of the City. 

8.14 Assignment-Delegation. The Agreement shall be binding upon and inure to the benefit of the City 
and the Grantee and their respective successors and assigns, provided however, that no right or interest in 
the Agreement shall be assigned and no obligation shall be delegated by the Grantee without the prior 
written consent of the City. Any attempted assignment or delegation by the Grantee shall be void unless 
made in conformity with this paragraph. The Agreement is not intended to confer rights or benefits on any 
person, firm or entity not a party hereto; it being the intention of the parties that there be no third party 
beneficiaries to the Agreement. 
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8.15 Waiver. No claim or right arising out of a breach of the Agreement can be discharged in whole or in 
part by a waiver or renunciation of the claim or right unless the waiver or renunciation is supported by 
consideration and is in writing signed by the aggrieved party. No waiver by either the Grantee or the City of 
any one or more events of default by the other party shall operate as, or be construed to be, a permanent 
waiver of any rights or obligations under the Agreement, or an express or implied acceptance of any other 
existing or future default or defaults, whether of a similar or different character. 

8.16 Modifications. The Agreement can be modified or amended only by a written, signed agreement by 
both parties. No pre-printed or similar terms on any Grantee invoice, order, or other document shall have 
any force or effect to change the terms, covenants, and conditions of the Agreement. 

8.17 Interpretation. The Agreement is intended by the parties as a final, complete and exclusive 
statement of the terms of their agreement. No course of prior dealing between the parties or course of 
performance or usage of the trade shall be relevant to supplement or explain any term used in the 
Agreement. Although the Agreement may have been substantially drafted by one party, it is the intent of the 
parties that all provisions be construed in a manner to be fair to both parties, reading no provisions more 
strictly against one party or the other. Whenever a term defined by the Uniform Commercial Code, as 
enacted by the State of Texas, is used in the Agreement, the UCC definition shall control, unless otherwise 
defined in the Agreement. 

8.18 Dispute Resolution. 

8.1 8.1 If a dispute arises out of or relates to the Agreement, or the breach thereof, the parties agree 
to negotiate prior to prosecuting a suit for damages. However, this section does not prohibit the filing 
of a lawsuit to toll the running of a statute of limitations or to seek injunctive relief. Either party may 
make a written request for a meeting between representatives of each party within 14 calendar days 
after receipt of the request or such later period as agreed by the parties. Each party shall include, at 
a minimum, 1 senior level individual with decision-making authority regarding the dispute. The 
purpose of this and any subsequent meeting is to attempt in good faith to negotiate a resolution of the 
dispute. If, within 30 calendar days after such meeting, the parties have not succeeded in negotiating 
a resolution of the dispute, they will proceed directly to mediation as described below. Negotiation 
may be waived by a written agreement signed by both parties, in which event the parties may 
proceed directly to mediation as described below. 

8.18.2 If the efforts to resolve the dispute through negotiation fail, or the parties waive the 
negotiation process, the parties may select, within 30 calendar days, a mediator trained in mediation 
skills to assist with resolution of the dispute. Should they choose this option, the City and the 
Grantee agree to act in good faith in the selection of the mediator and to give consideration to 
qualified individuals nominated to act as mediator. Nothing in the Agreement prevents the parties 
from relying on the skills of a person who is trained in the subject matter of the dispute or an 
Agreement interpretation expert. If the parties fail to agree on a mediator within 30 calendar days of 
initiation of the mediation process, the mediator shall be selected by the Travis County Dispute 
Resolution Center (DRC). The parties agree to participate in mediation in good faith for up to 30 
calendar days from the date of the first mediation session. The City and the Grantee will share the 
mediator's fees equally and the parties will bear their own costs of participation such as fees for any 
consultants or attorneys they may utilize to represent them or otherwise assist them in the mediation. 

8.19 Minoritv and Women Owned Business Enterprise (MBEIWBE) Procurement Program 

MBEIWBE goals do not apply to this Agreement. 

8.20 Living Wage Policy 

[Reserved] 

8.21 Subgrantees. 
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8.21.1 Work performed for the Grantee by a Subgrantee shall be pursuant to a written Agreement 
between the Grantee and Subgrantee. The terms of the Subagreement may not conflict with the 
terms of the Agreement. and shall contain provisions that: 

8.21.1.1 require that all deliverables to be provided by the Subgrantee be provided in strict 
accordance with the provisions, specifications and terms of the Agreement. The City may 
require specific documentation to confirm Subgrantee compliance with all aspects of this 
Agreement. 

8.21.1.2 prohibit the Subgrantee from further subcontracting any portion of the Agreement 
without the prior written consent of the City and the Grantee. The City may require, as a 
condition to such further subcontracting, that the Subgrantee post a payment bond in form, 
substance and amount acceptable to the City; 

8.21.1.3 require Subgrantees to submit all requests for payment and applications for 
payments, including any claims for additional payments, damages or otherwise, to the 
Grantee in sufficient time to enable the Grantee to include the same with its invoice or 
application for payment to the City in accordance with the terms of the Agreement; 

8.21.1.4 require that all Subgrantees obtain and maintain, throughout the term of their 
Subagreement, insurance in the type required by this Agreement, and in amounts 
appropriate for the amount of the Subagreement, with the City being a named insured as its 
interest shall appear; 

8.21.1.5 require that the Subgrantees indemnify and hold the City harmless to the same 
extent as the Grantee is required to indemnify the City; and 

8.21.1.6 maintain and make available to the City, upon request, Certificates of Insurance 
for all Subgrantees. 

8.21.2 The Grantee shall be fully responsible to the City for all acts and om1ss1ons of the 
Subgrantees just as the Grantee is responsible for the Grantee's own acts and omissions. Nothing in 
the Agreement shall create for the benefit of any such Subgrantee any contractual relationship 
between the City and any such Subgrantee, nor shall it create any obligation on the part of the City to 
pay or to see to the payment of any moneys due any such Subgrantee except as may otherwise be 
required by law. 

8.21.3 The Grantee shall pay each Subgrantee its appropriate share of payments made to the 
Grantee not later than 10 days after receipt of payment from the City. 

8.22 Jurisdiction and Venue. The Agreement is made under and shall be governed by the laws of the 
State of Texas, including, when applicable, the Uniform Commercial Code as adopted in Texas, V.T.C.A. , 
Bus. & Comm. Code, Chapter 1, excluding any rule or principle that would refer to and apply the 
substantive law of another state or jurisdiction. All issues arising from this Agreement shall be resolved in 
the courts of Travis County, Texas and the parties agree to submit to the exclusive personal jurisdiction of 
such courts. The foregoing, however, shall not be construed or interpreted to limit or restrict the right or 
ability of the City to seek and secure injunctive relief from any competent authority as contemplated herein. 

8.23 Invalidity, The invalidity, illegality, or unenforceability of any provision of the Agreement shall in no 
way affect the validity or enforceability of any other portion or provision of the Agreement. Any void 
provision shall be deemed severed from the Agreement and the balance of the Agreement shall be 
construed and enforced as if the Agreement did not contain the particular portion or provision held to be 
void. The parties further agree to reform the Agreement to replace any stricken provision with a valid 
provision that comes as close as possible to the intent of the stricken provision. The provisions of this 
Section shall not prevent this entire Agreement from being void should a provision which is the essence of 
the Agreement be determined to be void. 

8.24 Holidays. The following holidays are observed by the City: 

City of Austin 
Social Services Agreement 

Page 18 of20 



HOLIDAY DATE OBSERVED 

New Year's Day January 1 

Martin Luther King, Jr's Birthday Third Monday in January 

President's Day Third Monday in February 

Memorial Day Last Monday in May 

Independence Day July 4 

Labor Day First Monday in September 

Veteran's Day November 11 

Thanksgiving Day Fourth Thursday in November 

Friday after Thanksgiving Friday after Thanksgiving 

Christmas Eve December24 

Christmas Day December 25 

If a Legal Holiday falls on Saturday, it will be observed on the preceding Friday. If 
a Legal Holiday falls on Sunday, it will be observed on the following Monday. 

8.25 Survivability of Obligations. All provisions of the Agreement that impose continuing obligations on 
the parties, including but not limited to the warranty, indemnity, and confidentiality obligations of the parties, 
shall survive the expiration or termination of the Agreement. 

8.26 Non-Suspension or Debarment Certification. The City is prohibited from contracting with or 
making prime or sub-awards to parties that are suspended or debarred or whose principals are suspended 
or debarred from federal, state, or City Agreements. By accepting an Agreement with the City, the 
Grantee certifies that its firm and its principals are not currently suspended or debarred from doing business 
with the Federal Government, as indicated by the Exclusions records at SAM.gov, the State of Texas, or 
the City of Austin. 

8.27 Public Information Act. Grantee acknowledges that the City is required to comply with Chapter 
552 of the Texas Government Code (Public Information Act). Under the Public Information Act, this 
Agreement and all related information within the City's possession or to which the City has access are 
presumed to be public and will be released unless the information is subject to an exception described in 
the Public Information Act. 

8.28 HIPAA Standards. As applicable, Grantee and Subgrantees are required to develop and maintain 
administrative safeguards to ensure the confidentiality of all protected client information, for both electronic 
and non-electronic records, as established in the Health Insurance Portability and Accountability Act 
(HIPAA) Standards CFR 160 and 164, and to comply with all other applicable federal, state, and local laws 
and policies applicable to the confidentiality of protected client information. Grantee must maintain HIPAA
compliant Business Associate agreements with each entity with which it may share any protected client 
information. 

8.28.1 Business Associate Agreement. If performance of this Agreement involves the use or 
disclosure of Protected Health Information (PHI), as that term is defined in 45 C.F.R. § 160.103, then 
Grantee acknowledges and agrees to comply with the terms and conditions contained in the 
Business Associate Agreement, attached as Exhibit E. 

8.29 Political and Sectarian Activity. No portion of the funds received by the Grantee under this 
Agreement shall be used for any political activity (including, but not limited to, any activity to further the 
election or defeat of any candidate for public office) or any activity undertaken to influence the passage, 
defeat, or final content of legislation; or for any sectarian or religious purposes. 

8.30 Culturallv and Linguistically Appropriate Standards (CLAS). The City is committed to providing 
effective, equitable, understandable and respectful quality care and services that are responsive to diverse 
cultural beliefs and practices, preferred languages, health literacy, and other communication needs. This 
commitment applies to services provided directly by the City as well as services provided through its 
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Grantees Grantee and its Subgrantees agree to implement processes and services in a manner that is 
culturally and linguistically appropriate and competent. Guidance on adopting such standards and 
practices are available at the U.S. Department of Health and Human Services Office of Minority Health's 
website at https.//minorityhealth.hhs.gov/omhlbrowse.aspx?lvl=1 &lvlid=6. 

In some instances, failure to provide language assistance services may have the effect of discriminating 
against persons on the basis of their natural origin. Guidelines for serving individuals with Umlted English 
Proficiency (LEP) are available at https./lwww.lep.gov/faqslfags.html. 

In witness whereof, the parties have caused duly authorized representatives to execute this Agreement on 
the dates set forth below. 

FRONT STEPS, INC. C~TY OFA~c? ,---
Signature· ""~-----------

Name. ~ttb (jveeg 
PURCHASING OFFICE 

Date._ L/"'-----S_ -_ [ 9+-----

EXHIBITS 

Exhibit A - Program Forms 

A.1 Program Work Statement 
A.2 Program Performance Measures 
A.3 Client Eligibility Requirements 

Exhibit 8 - Program Budget Forms 
8.1 Program Budget and Narrative 

Exhibit C - Equal Employment/Fair Housing Office/Non-Discrimination Certification 

Exhibit 0- Homeless Management Information System (HMIS) Reporting Requirements 

Exhibit E- Business Associate Agreement 
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Fm11t Steps, l11c. ARCH 

Progra111 Work State111ellt 

Coif tract Start Date 411/2019 Contract Eud Date 9/30/2020 

Program Goals A11d Objectives 

Based on the belief that all people deserve the dignity of a safe place to call home, Front Steps' mission is to provide a 
pathway home for our neighbors experiencing homelessness by offering emergency shelter, affordable housing, recuperative 
medical care, supportive services, and by promoting community awareness. Having this mission in mind, Front Steps 
manages the ARCH facility to serve multiple purposes, including: operating a safe and clean sheller that provides a respite 
from the elements, functioning as a place for clients to meet several of their basic needs, and serving as an entry portal to a 
variety of programs and services dedicated to assisting and empowering clients to achieve self-sufficiency and resolve their 
homelessness as quickly as possible. Front Steps will create a respective, positive environment that incorporates client 
participation and opportunities for feedback into daily operations. The primary goal for all clients is rapid exit from 
homelessness into stable housing. 

Austin Public Health (APH) has contracted wilh the National Alliance to End Homelessness (NAEH) to provide expert 
consultation, technical assistance and training for Front Steps to transition service delivery in this contract during the first six 
months, April- September, 2019. Programming, operations and service delivery will be data driven, and specific 
benchmarks are included. 

Program Cliems Served 

The ARCH emergency shelter serves men ages 18+ who are experiencing homelessness. Access to sheller beds/mats will 
occur through a community developed strategic prioritization process coordinated by Austin Public Health, Front Steps, 
Ending Community Homelessness Coalition (ECHO), National Alliance to End Homelessness, and OrgCode. 

ARCH operations and services are funded by the City of Austin as well as the U.S. Department of Housing and Urban 
Development (HUD), through an Emergency Solutions Grant (ESG). Front Steps uses the HUD definition of "homelessness· 
to verify that persons receiving ESG-funded services live in a situation described by HUD as "homeless," and Front Steps 
also uses the federal definition of "chronically homeless" to determine if persons receiving ESG-funded services are classified 
as "chronically homeless." Front Steps documents clients' eligibility and classification using HUD definitions on a Homeless 
Eligibility Form approved by the City of Austin. Front Steps is aware of continuing changes in the definition of chronic 
homelessness as a result of the Homeless Emergency Assistance and Rapid Transition to Housing (HEARTH) Act and 
receives and discusses updates regularly at Continuum of Care (CoC) meetings within the community. 

In order to receive shelter services, case management and housing navigation services, an individual must meet one or both 
of the following eligibility criteria established by HUD: 

Category 1: Literally Homeless 
An individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
• Has a primary nighttime residence that is a public or private place not meant for human habitation; 
• Is living in a publicly or privately operated shelter designated to provide temporary living arrangements (including congregate 
shelters, transitional housing, and hotels and motels paid for by charitable organizations or by federal, state, and local 
government programs; or 
• Is exiling an institution where (s)he has resided for 90 days or Jess and who resided in an emergency shelter or place not 
meant for human habitation Immediately before entering that institution. 

Category 4: Fleeing/Attempting to Flee Domestic Violence 
Any Individual or family who: 
• Is fleeing, or is attempting to flee domestic violence; 
• Has no other residence; and 
• Lacks the resources or support networks to obtain other permanent housing. 

Compliance with Auslin Public Health's (APH) eligibility criteria: The eligibility criteria for the ARCH shelter program is 
homelessness, so the agency will ensure that all client files contain a Homeless Eligibility form and are entered into the 
Homeless Management Information System (HMIS). Identity, residency, income requirements, and annual recertification are 
not required for shelter clients. 
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Front Steps, Inc. ARCH 

Program Work Statentent 
Cot~tract Start Date 4/1/2019 Colltract E11d Date 9/30/2020 

Program Services And Delivery 

Maintenance and Operation of the Austin Resource Center for the Homeless 
The City of Austin - Austin Public Health Department (APH) contracts with Front Steps to serve as the operator of the Austin 
Resource Center for the Homeless (ARCH), located at 500 East 7th Street, Austin, TX 78701. 

As the operator of the ARCH, Front Steps is responsible for overall operations, maintenance, and oversight of the facility, as 
welt as the activities located therein. Front Steps manages a preventative maintenance schedule and submits updated 
maintenance reports on a monthly basis to APH staff for review. 

Front Steps is not responsible for managing the lease between the City of Austin and the Healthcare District for the operation 
of the Health Care for the Homeless ARCH CommUnity Care Clinic. 

Sheller and Programming 
ARCH is a low-barrier shelter, and will not restrict access due to an individual's tack of income, criminal history background, 
or outside use of drugs or alcohol. Shelter staff will welcome each person who walks In the door, provide support and work to 
assess the needs of the individual. This men's shelter will be operated in compliance with the HUD Equal Access Rule. All 
Individuals will have equal access to programs, services and accommodations In accordance with their gender Identity, 
regardless of sexual orientation or marital status. 

The ARCH will be operated under the following principles: 
A. Housing First shelter principles 
B. Emphasis on strategies for appropriate diversion from sheller 
C. Low-barrier access to shelter (remove unnecessary barriers and improve access to those who need It most) 
D. Housing Case Management available to all staying In shelter 
E. Prioritization of shelter beds/mats 
F. Day Resource Center only available to sheller clients 
G. Oversight and management of entrance, Including outreach to people camping outside the shelter 

Basic Needs and Support Services 
From April- September, 2019, services will be offered through the Day Resource Center at the ARCH. This program is 
utilized by single, adult men, women, and accompanied children experiencing homelessness. Services lndude: 
• Basic needs services, including but not limited to, showers, laundry, telephone access. mail, locker storage, Internet access, 
and restrooms 
• Day Sleep Program (for those meeting eligibility guidelines) 
• Access to the CommUnity Care Clinic, job assistance services with Goodwill, mental health services with Integral Care, and 
other co-located agencies that provide direct, on-site services 
• Programs supported by private funding, volunteer time, and donations raised by Front Steps include: housing navigation 
services, a computer lab, clothing donations/distribution, bus passes, document bank, client wellness activities, winter coat 
and blanket distribution, dinner meal staffing, etc. 

By October, 2019, Day Resource Center services will be Integrated Into a service delivery model only for persons who are 
sleeping at the ARCH. Front Steps staff will work with Austin Public Health, community stakeholders, National Alliance to 
End Homelessness and OrgCode to address the transition to closing the Day Resource Center to non-shelter clients. 

All services will be available for shelter clients and closed to the general public. However, this closure will be transitioned 
through phases. Other resources In the community will be Identified to address basic needs, and in particular homeless 
women will be connected with other resources in the community. 

ARCH staff, co-located agencies and community partners will provide resources throughout the day to shelter clients that will 
move them toward permanent housing. Shelter services will be housing focused and clients with needs for other services will 
be referred to community providers for additional assistance. 

Shelter clients may stay insid11t during the day to work on houslng and associated work, leaving the facility when they choose 
and as necessary for building cleaning, staff training and meetings. During the day, ARCH staff shall be almost exclusively 
focused on assisting clients with housing search and related activities. 
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Frout Steps, Juc. ARCH 

Progra111 Work State111ent 
Contract Start Date 4/1/2019 C01rtract E11d Date 9/30/2020 

Emergency Night Shelter 
Over the first 6 months of the contract, the overnight shelter will transition from sleeping 190 individuals per night to 130 adult 
men experiencing homelessness. There are 100 bunks available on the 3rd floor, and there will be an additional 30 mats 
available as well, for a total of 130 sleeping units. 

Access to sheller beds/mats will occur through a community developed strategic prioritization process including factors such 
as high vulnerability due to physical health and mental/behavioral health conditions, length of time homeless. chronic 
homeless status, personal safety, and other factors. Austin Public Health will coordinate the community stakeholder process 
with Front Steps, ECHO, National Alliance to End Homelessness (NAEH), and OrgCode, to develop this process. This 
strategic prioritization process will be Implemented through phases. Shelter metrics, agency recommendations. as well as 
client and community Input will be used to update the prioritization process to meet community needs. 

When shelter clients arrive at the sheller, Front Steps staff will have creative and problem-solving conversations that help to 
identify whether Individuals are fleeing an unsafe situation, have better alternative housing options. or need help to stay in the 
place where they have recently been slaying. Details for the workflow of persons entering shelter will be defined further 
through consultation with NAEH and OrgCode, who will be conducting training for the community and providing one-on-one 
technical assistance with Front Steps staff. 

The shelter will allow access throughout the day to shelter clients. without requiring them to leave during the day with minimal 
restrictions on entry and exit. Safety and security will be provided for clients. as well as limited storage for their belongings. 
All clients staying at the shelter will have access to housing case management services, linking them to appropriate housing 
programs. The commercial kitchen will be used to serve nutritious meals. Clients will have access to toilets, sinks, showers, 
and other services. 

Currently, Front Steps shares Its sleeping unit reservation system with the following participating agencies: CommUnity Care 
Clinic, Veterans Administration (VA), Integral Care, HOST, and Downtown Austin Community Court (DACC). By October 1. 
2019, Front Steps will have written agreements with these partners to address the need for every client to have access to 
Housing Case Management. 

Streets of Hope (SOH) and Other Supportive Services 
SOH provides psycho-educational support/counseling groups to clients whose current or past substance abuse history 
presents a barrier to achieving housing, Income. and personal stability goals. Individual sessions with elther a current or a 
potential group member are also available. Substance abuse counseling teaches the following concepts: managing urges 
and the consequences of substance use, relapse prevention strategies, drug/alcohol refusal skills, problem-solving skills 
training to avoid high-risk situations, and coping/social skills training related to symptoms or negative mood states. 

Staff and community volunteers often also offer a variety of groups throughout the year Including Housing Counseling 
workshops, monthly infonnational sessions. Alcoholics Anonymous groups, resume workshops, educational classes, writing 
workshops, and health and wellness workshops. Other support/discussion groups are offered based on staff/volunteer 
availability, with the topics largely client-driven. 

Housing Focused, Rapid-Exit Support Services. and Case Management 
During the first six months of the agreement, Front Steps will increase case management capacity to address needs for ail 
130 clients at the shelter when the shelter capacity is reduced for the remainder of the agreement. Front Steps staff will work 
with community stakeholders, NAEH. and OrgCode to address the transition to reducing sheller capacity from 190 to 130 
clients. Front Steps will also work with NAEH to provide a housing-focused Infrastructure including: 
• Developing a client-centered housing plan within the first week of a client's stay in shelter that includes short·tenn and 
achievable goals that have benchmarks to show progress 
• Creating a "housing-focused" environment throughout the shelter, including apartment listings, guidance on how to apply for 
housing. infonnatlon on how to access benefits. and messaging that celebrates the success of each Individual/household that 
moves into housing 
• Focusing case management activities on obtaining and sustaining housing 
• Identifying clients' barriers to housing and providing resources to address them 
• Conducting regular and frequent in-person meetings that focus on each client's housing options. and adjusting these plans 
as needed 
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Fro11t Steps, Juc. ARCH 

Progra111 Work State111ent 
Cmltract Start Date 4/1/2019 Contract End Date 9/30/2020 

• Promoting messaging that everyone is housing ready as soon as they enter shelter 

ARCH staff will work with new shelter dients and encourage them to develop a housing plan within the first few days of 
entering the shelter. Through housing case management, basic needs will be addressed (such as obtaining Identification 
documents and other needed items), and the primary focus of work within the sheller will be on finding housing and longer· 
term linkage to various services within the community when needed to promote housing stability and prevent returns to 
homelessness. The Coordinated Entry system will be used to Identify appropriate housing Interventions, and shelter staff will 
work with community partners to connect dients to those resources. 

Case Management services are based on the Housing First and Harm Reduction philosophies as well as the stages In the 
Transtheorelical Model of Change. Various techniques, Including motivational interviewing, through a Trauma-Informed lens, 
are effectively utilized in working with clients whose needs vary across a spectrum of vulnerability. 

Front Steps will refer clients to appropriate housing programs, some provided by Front Steps and other community providers. 
Front Steps has Best Single Source Plus funding, Emergency Solutions Grant Rapid Re-Housing, as well as other stale and 
federal funding for permanent supportive housing programs. 

ARCH Entrance and Surrounding Area 
While the operator of the ARCH is not solely responsible for the crowding outside of the building, Front Steps staff will work 
with Austin Public Health, OrgCode and community partners on strategies to address congregation and camping immediately 
outside of the ARCH. Shelter staff will engage people outside the building regularly for services, trust-building and shelter 
entry. Staff that are trained In crisis de-escalation and positive relationship management will manage the flow Into and out of 
the building, providing oversight of the entrance to the facility. 

Adverse Weather Services 
Front Steps will be a partner in the cold weather and heat emergency services. Community partners for cold weather shelter. 
in this program currently include area churches, Salvation Army, Capital Metro, Red Cross, City of Austin Office of Homeland 
Security and Emergency Management, Parks and Recreation Department, and Austin Public Health. 

ARCH staff will participate in annual planning for adverse weather services and will assist in developing systems that best 
meet the needs of individuals experiencing homelessness and access to shelter. 

In the event of a heat emergency, Front Steps actively monitors dients at the ARCH for signs of heat exhaustion or other heat
related issues (calling for emergency medical services should the need arise), establishes cooling areas during the hottest 
part of the day, and provides access to (water) bottle-filling stations. 

System for Collectiug a11d Reporting Program Data 

Front Steps utilizes the local Homeless Management Information System (HMIS) as administered by Ending Community 
Homelessness Coalition (ECHO), to track and report basic client information. Front Steps' staff work to ensure a high 
standard of data quality In the HMIS system. Front Steps collects accurate data on each dient entering the ARCH and 
corrects other system users' entries from HMIS community partners. Front Steps works to maintain file data through regular 
internal file monitoring and inventory. All HMIS users receive annual training and periodic updates, and the Front Steps HMIS 
Agency Coordinator takes an innovative approach to improving data collection, including performing regular user evaluations 
to ensure data quality both for the files and within the electronic system. 

Individuals entering the ARCH for the first lime receive an Intake and orientation. During intake, clients complete an HMIS 
data elements form, an HMlS release of information form, as well as the Homeless Eligibility form required by ESG funding 
agreements. Front Steps also collects an agency Consent to Release of Information, a Client Agreement to Rules & 
Procedures at the ARCH, and an HMIS 10 Card Agreement. The HMIS ID card Is provided free-of-charge to each client, and 
is required to utilize services at the ARCH. Information is entered into the HMIS database, which Is used to provide 
information on client tracking, shelter usage, and demographics. Orientations to the ARCH include an overview of services 
available within the facility as well as other resources withfn the community. 

Front Steps will provide quarterly measures as defined in the contract to Austin Public Health, and will also submit monthly 
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Frolll Step.\·, Inc. ARCH 

Progra111 Work State111ent 

Cmrtrnct Start Date 4/1/2019 Cotrtract E11d Date 9/30/2020 

sheller metrics developed by NAEH and Austin Public Health that will be reviewed and evaluated by NAEH, OrgCode and 
community stakeholders. Program design and workflow may be changed and updated based on the monthly metrics. 

On a quarterly basis Front Steps personnel gather and report client service usage data to funding sources. That data 
currenUy Includes the number of clients accessing Day Resource Center services, Emergency Night Shelter services, Case 
Management services, the number of those exiling Case Management services, as well as the number of clients who exited 
to safe and stable housing. Exits to permanent housing as well as client lengths of stay in the sheller will be tracked. HMIS, 
as well as an internally developed database system based on Microsoft Office, are used in the collection of these data 
elements. 

Performance Evaluation 

Data is collected to assist Front Steps staff in Identifying trends in barriers to housing and employment, as well as to track the 
efficacy of programs In assisting clients as they work to obtain housing and financial stability. These statistics are reviewed 
quarterly and compared with those of other agencies serving the same population. 

Front Steps staff will use HMIS data and the NAEH monthly shelter melrics to review program outcomes and key 
performance measures during regularly scheduled meetings with community stakeholders and Austin Public Health. 
Evaluation of program success and changes to service delivery will be data driven. 

ARCH staff will have a regular case review process covering file review and case presentations to ensure achievable goals 
are being developed and met for each individual. This process will be supported by OrgCode during the first several months 
of the contract, providing technical assistance and guidance. Frequent meetings between the program director and case 
managers will provide follow-up on any corrective action plans regarding program client success. 

Front Steps' Board of Directors and leadership will meet regularly to review successes and challenges based on data 
collection and analysis, expenditure of funds and emerging program needs. 

Quality lmprovemelll 

Front Steps' staff will provide a regular input process for feedback from clients regarding the quality of services and shelter. 
CurrenUy, Front Steps convenes monthly client Town Hall Meetings and uses a Client Report Form, which offer opportunities 
for clients to voice concerns, grievances, as well as suggestions for facility and/or policy issues. These systems allow clients 
to meet personally with the management staff and, when necessary, with the Front Steps' Board of Directors to resolve 
ARCH-related issues. Front Steps sheller personnel meet regularly to discuss the various needs and concerns of clients 
accessing shelter services. The Front Steps' Board of Directors includes a member who is a former ARCH client, and who is 
instrumental in representing the clients' viewpoints in creating and setting agency policy and strategies. ARCH staff will 
convene meetings with the community, co-located agencies, clients, and staff to regularly provide opportunities for open 
feedback and coordination with community partners about shelter policies and performance. ARCH staff leadership will 
implement other strategies to improve program performance, promote a positive, solutions-oriented environment, and 
maintain high standards of data collection and management. 

Service Coordination with Other Agencies 

Front Steps will coordinate services with appropriate community service providers for mental health, services for veterans and 
other key community services that are necessary for ARCH shelter clients. Front Steps works closely in collaboration with 
Integral Care to provide case management services to vulnerable ARCH clients, and also partners with Integral Care on 
permanent supportive housing programs. 

ARCH staff will work with community rapid re-housing and permanent supportive housing (PSH) providers to access 
appropriate housing resources for sheller clients. ARCH staff will work with CommUnity Care clinic staff and representatives 
of other co-located agencies to discuss services for clients and problem-solve challenging cases. Integral Care, VA, 
CommUnity Care Clinic, and other co-located representatives will be invited to attend regularly held staff meetings to discuss 
services to clients and problem-solve challenging cases. 

The agency works in collaboration with ECHO in taking a lead role in data and service pilots, Coordinated Entry pilots, 
coordination of Permanent Supportive Housing (PSH)/HUD proJects, as well as other strategic efforts in addressing 
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Fro11t Steps, Inc. ARCH 

Progra111 Work State111ent 

Colltract Start Date 4/1/2019 Contract Eud Date 9/30/2020 

homelessness in the community. Front Steps calls meetings of the agencies operating social services in the downtown area 
to discuss programmatic and community issues. Front Steps' staff are highly engaged and are often at the forefront of 
effectively working with all organizations, public or private, that provide housing, services, and resources for individuals 
experiencing homelessness. Front Steps actively participates in the Collaboration Technologies for Organizations Serving the 
Homeless (CTOSH) listserv for information-sharing, and responds to requests for assistance from community partners and 
the public at-large, 

Service Co/laboratio11 with Other Age11cies 

No subgrantees or formal collaborations are funded through this contract. 

Collmllmity Pla11ning Activities 

Designated Front Steps' directors, managers and coordinators are members of the following ECHO committees and 
subcommittees: Membership Council, HMIS, Continuum of Care. Veterans, Local Policy and Practice. Front Steps has 
participated in planning efforts regarding the City Council"s efforts to create more affordable housing, the local1 00 Homes 
Campaign, Ending Veteran Homelessness, Ending Youth Homelessness, Downtown Strategies, and other planning efforts, 
Front Steps also works collaboratively with the Downtown Austin Alliance, Sixth Street Association and Downtown 
Neighborhood Association an a variety of issues and initiatives such as the "I Live Here I Give Here" public education 
campaign that encourages people to give responsibly. Front Steps works closely with ECHO and other community partners 
In gathering public support of PSH and delivery of HUD-funded housing. 
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Front Steps, Inc. ARCH 

Progra111 Perjon11ance Measures 

Period 
Contract 

1 2 3 Term 
Start Date 4/1/2019 10/1/2019 4/1/2019 
End Date 9/30/2020 9/30/2020 9/30/2020 

Period 
Outputs Contract 

1 2* 3* Term** 
ID Output Measure Description 

Total Number of Unduplicated Clients Served 780 1200 1530 

2 Total Number of Clients Served in the ARCH Day . 2700 1300 2500 
Resource Center 

Outcomes Period 
Colltract 

ID Outcome Measm·e Description I 2* 3* Term** 

Number of case-managed households that transition 50 390 440 
from homelessness into housing 

18 Number of households that exit the program 100 600 700 

Percent of case-managed households that transition 50 65 62.86 
from homelessness into housing 

Number of Homeless Households residing in Shelter 120 600 450 
Programs receiving APH funding who receive Case 
Management services. 

Number of Homeless Households residing in shelter 500 600 1000 
programs receiving APH funding. 

Percentage of Homeless Households residing in 24 100 45 
Shetter Programs receiving APH funding who 
receive Case Management services. 

* Goal Sen•eJ May ltJc/11de Carry-O!•er From Pret•ioll:r Period 

**Goal Served Spa11:r Co11trac:t Term / May Not ltJcl11de Cart)'-Ot•er l Cllellt:r Sen•ed Must Be < or • S11111 of Periods) 
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City of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

UNLESS OTHERWISE STATED IN THE CONTRACT WORK STATEMENT, THESE REQUIREMENTS APPLY TO ALL CLIENTS SERVED 
WITH CITY SOCIAL SERVICES FUNDING. 

GENERAL 

,. Eligibility requirements for clients served under grant contracts will be determined by the grantor. 

;. Agency must maintain a record of client eligibility (e.g. client file or electronic record) that includes 
documentation of: 

• Annual certification of client eligibility 

• Services provided to client 

;. Agency must recertify client when notified of a change in family circumstances (e.g. family income, residence, 
and/or family composition) 

~ Unless specified by Grant/Funding Source, re-certification of clients is required not less than once every 12 
months (unless required earlier by a change in family circumstances) 

,. Homeless clients: 

• If the program eligibility requires homeless status, the residency requirements and income requirements 
do not apply . 

• Homeless status must be documented by a signed (1) Homeless Eligibility Form or Homeless Self
Declaration Form and (2) entry into Homeless Management Information System (HMIS) database. These 
forms must be developed by the agency and be approved by the City contract manager. 

;. Other Client populations: 

• Clients in programs serving victims of violence are not subject to residency or income requirements 

• Eligibility exceptions for any other type of clients and/or documentation situations must be described in 
Contract Work Statement 

;. Date of receipt by agency must be indicated on all documentation in client file 

IDENTITY 

> Client must provide proof of identity in order to receive City-funded services, documented by: 

• A government -issued identification; or 

• A signed Self-Declaration of Identity supported by client residency documentation 

RESIDENCY 

;. City-funded clients must be a resident of the City of Austin (Full Purpose Jurisdiction) and/or Travis County 

• Residence must be documented by proof of address that includes client name (e.g. City utility bill, lease, 
letter from landlord, etc.) 

• Residency eligibility must be verified by one or more of the following sources: 

• Austin GIS Jurisdictions Web Map (http://www.austintexas.gov/gis/JurisdictionsWebMap/) 

• Travis County Appraisal District website (http://www.traviscad.org) 
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City of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

• U.S. Postal Service website (verification of County only) (www.usps.com) 

INCOME 

' Client intake form must reflect wages/income of all family members 18 years old or older living in the 
household 

);. Determination of Family Size: 

• For the purposes of determining eligibility for City-funded services, a family unit consists of: 

• A person living alone: 

An adult living alone 

,. A minor child living alone or with others who are not responsible for the child's support 

• Two or more persons living together who are wholly or partially responsible for the support of the 
other person/people: 

Two persons in a domestic partnership, or legal or common-law marriage 

G One or both legal parents and minor children 

a One or both adult caretakers of minors and the caretaker(s)'s minor children. Note: a caretaker is 
one or both adults(s) who performs parental functions (provision of food, clothing, shelter, and 
supervision) for a minor. 

' Family income must be 200% or less of current Federal Poverty Income Guidelines (FPIG) to be eligible for 
City-funded services; agency must update its FPIG categories when Federal figures change. Income 
inclusions and exclusions are based on Texas Administrative Code §5.19 and are as follows: 

(1) Included Income: 
(A) Temporary Assistance for Needy Families (TANF); 
(B) Money, wages and salaries before any deductions; 
(C) Net receipts from non-farm or farm self-employment (receipts from a person's own business or from 

an owned or rented farm after deductions for business or farm expenses); 
(D) Regular payments from social security, including Social Security Disability Insurance (SSDI) and 

Supplemental Security Income (SSI); 
(E) Railroad retirement; 
(F) Unemployment compensation; 
(G) Strike benefits from union funds; 
(H) Worker's compensation; 
(I) Training stipends; 
(J) Alimony; 
(K) Military family allotments; 
(L) Private pensions; 
(M) Government employee pensions (including military retirement pay); 
(N) Regular insurance or annuity payments; and 
(0) Dividends, interest, net rental income, net royalties, periodic receipts from estates or trusts; and net 

gambling or lottery winnings. 

(2) Excluded Income: 
(A) Capital gains; any assets drawn down as withdrawals from a bank; 
(B) The sale of property, a house, or a car; 
(C) One-time payments from a welfare agency to a family or person who is in temporary financial 

difficulty; 
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City .of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

(D) Tax refunds, gifts, loans, and lump-sum inheritances; 
(E) One-time insurance payments or compensation for injury; 
(F) Non-cash benefits, such as the employer-paid or union-paid portion of health insurance or other 

employee fringe benefits; 
(G) Food or housing received in lieu of wages; 
(H) The value of food and fuel produced and consumed on farms; 
(I) The imputed value of rent from owner-occupied non-farm or farm housing; 
(J) Federal non-cash benefit programs as Medicare, Medicaid, Food Stamps, and school lunches; 
(K) Housing assistance and combat zone pay to the military; 
(L) Veterans (VA) Disability Payments; 
(M) College scholarships, Pel! and other grant sources, assistantships, fellowships and work study, VA 

Education Benefits (GI Bill); and 
(N) Child support payments. 

~ , Client income amounts must reflect Gross Income, before any deductions 

> If any adult family member has no income, a Self-Declaration of No Income form is required for that individual 

> Income documentation requirement: 

•:• Programs providing financial assistance to or on behalf of clients (including but not limited to rent, utilities, 
arrears, child care, tuition, occupational training): the client file must include primary eligibility sources; 
declaration of eligibility for another program (e.g., TANF, Free/Reduced/School Lunch Program) is not 
adequate documentation of eligibility 

•:• Programs which do not provide financial assistance to or on behalf of clients: the client file must include 
primary eligibility sources or a self-declaration of income form 

Any question about eligibility criteria not addressed here or for which the contractor needs clarification 
must be referred to the contractor's City contract manager. The City has final authority to declare an 
Individual eligible or not eligible for City-funded services based on the criteria In this document. 
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Front Steps, Inc. ARCH 

Progra111 Budget and Narrative 

Period Start Date 

Period End Date 

Salary plus Benefits 

General Operations Expenses 
Program Subgrantees 
StajfTra1·el 
Conferences 

Operations SllhTotal 

Food and 8e1·eragesfor Clients 

1 
Period 

2 ---- -
411/2019 10/1/2019 

9/30/2019 9/30/2020 

$1,048,938.00 $2,097,876.00 

$331,529.00 $465,182.00 
$0.00 $0.00 

$2,500.00 $5,000.00 
$2,500.00 $5,000.00 

$336,529.00 $4 75,182.00 

$3,000.00 $6,000.00 

J 

$0.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

Contract Start 41112019 
Contract End 9/3011020 

Total 

$3,146,814.00 

$796,711.00 
$0.00 

$7,500.00 
$7,500.00 

$811,711.00 

Financial Direct Assistance to Clients $101,062.00 $130,000.00 $0.00 
$9,000.00 

$231,062.00 
$30,000.00 Other Assistance Amount 

Direct Assistance Sub To/a/ 

Capital Outlay Amomrt 

Total 

Total Period Percentage 

Salaries plus Benefits 

General Op E.-.:pettse.\' 

Program Suhgrtmtees 

Staff Travel 

Cmrference.'i 

Food attd Bevera~e 

Financiul Assistance 

Other Assistwrce 

$10,000.00 $20,000.00 $0.00 

$114,062.00 $156,000.00 $0.00 $270,062.00 

$25,000.00 $10,000.00 $0.00 $35,000.00 

$1,524,529.00 $2,739,058.00 $0.00 $4,263.587 .oo 
35.76 64.24 0 

Detailed Budget Narrative 

Salaries, emplo.vmellltaxes and benefits for staff operation and maintenance of the ARCH Shelter 
and related case managememfor ARCH clients 

Cos1s could include I lie fol/ou ing: 
•Large reparrs ofplwnbmg and items m the shelter (security equipment. elc1·ator. HFAC) 
• Maintenance rnc/udirrg conlracts for pest control and supplies for upkeep inc/11ding paint and 
materials 
•Supplies for shelter operatio11,foodjor clients. supplresfor groups cell phones for sheller staffnol 
a part ofCiry-paid lllilities, parking for staff. and o.!Jice-relaled expenses 
•Equipment includrng kitchen equipment. shelter furnishings and officefirrnilllre and file storage 
•Compuler maintenance. upgrade/replacement a11d repatrs. supplies, HMIS Licenses for staff. 
plro11e maintenance. internet sen·ices for the client complller lab 
•Program supplres mcludmg lorlctries such as soap. shampoo. ra:ors, laundry delergent and 
related items for tilt uu of Clients 

Tran~lto conferences and meetings outside of the Austin area. 

Conference and training rttgistration outside of t!Je Austin area. 

Food for clients mo1·ing into /rousing. 

Housing Assistanct for finding and maintaining /rousing · application fees, rent and utilities and 
arrears. F11rnitrrre a11d lwustthold goods for housing. 

Personal ilems for slrelter clients 11 llile at shelter. Background checks. client lransportation (bus 
passes), emergency clothing, d othinglboot.s for work. legal fees/docrrmentalion, /au11dry for 
recently housed clients. 

Created 311/120199:/l :OOAM Last Modified, If Applicable 312212019 10:40.00 AM 
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Front Steps, Inc. ARCH 

Progra111 Budget a11d Narrative 

Capital 011tlay Facility items such as kitchen equipment. washers and dryers. and other items required for the 
operations of rile facility. 

Created 312 111019 9:/2:00 AM Last Modified, If Applicable 3122/2019 10:40:00 AM 
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City of Austin, Texas 
EQUAL EMPLOYMENT/FAIR HOUSING OFFICE 

NON-DISCRIMINATION CERTIFICATION 

City of Austin, Texas 
Human Rights Commission 

To: City of Austin, Texas, ("OWNER") 

l hereby certify that our firm conforms to the Code of the City of Austin, Section 5-4-2 as reiterated below: 

Chapter 5-4. Discrimination in Employment by City Contractors. 

Sec. 4-2 Discriminatory Employment Practices Prohibited. As an Equal Employment Opportunity 
(EEO) employer, the Contractor will conduct its personnel activities in accordance with established 
federal, state and local EEO laws and regulations and agrees: 

(B) (1) Not to engage in any discriminatory employment practice defined in this chapter. 

(2) To take affirmative action to ensure that applicants are employed, and that employees are 
treated during employment, without discrimination being practiced against them as defined in 
this chapter. Such affirmative action shall include, but not be limited to: all aspects of 
employment, including hiring, placement, upgrading, transfer, demotion, recruitment, 
recruitment advertising; selection for training and apprenticeship, rates of pay or other form of 
compensation, and layoff or termination. 

(3) To post in conspicuous places, available to employees and applicants for employment, 
notices to be provided by OWNER setting forth the provisions of this chapter. 

(4) To state in all solicitations or advertisements for employees placed by or on behalf of the 
Contractor, that all qualified applicants will receive consideration for employment without 
regard to race, creed, color, religion, national origin, sexual orientation, gender identity, 
disability, veteran status, sex or age. 

(5) To obtain a written statement from any labor union or labor organization furnishing labor or 
service to Contractors in which said union or organization has agreed not to engage in any 
discriminatory employment practices as defined in this chapter and to take affirmative action 
to implement policies and provisions of this chapter. 

(6) To cooperate fully with OWNER's Human Rights Commission in connection with any 
investigation or conciliation effort of said Human Rights Commission to ensure that the 
purpose of the provisions against discriminatory employment practices are being carried out. 

(7) To require compliance with provisions of this chapter by all subcontractors having fifteen or 
more employees who hold any subcontract providing for the expenditure of $2,000 or more in 
connection with any contract with OWNER subject to the terms of this chapter. 

For the purposes of this Offer and any resulting Contract, Contractor adopts the provisions of the City's 
Minimum Standard Nondiscrimination Policy set forth below. 

City of Austin 
Minimum Standard Non-Discrimination In Employment Polley: 

As an Equal Employment Opportunity (EEO) employer, the Contractor will conduct its personnel 
activities in accordance with established federal, state and local EEO laws and regulations. 

The Contractor will not discriminate against any applicant or employee based on race, creed, color, 
national origin, sex, age, religion, veteran status, gender identity, disability, or sexual orientation. 
This policy covers all aspects of employment, including hiring, placement, upgrading, transfer, 
demotion, recruitment, recruitment advertising, selection for training and apprenticeship, rates of 
pay or other forms of compensation, and layoff or termination. 

Further, employees who experience discrimination, sexual harassment, or another form of 
harassment should immediately report it to their supervisor. If this is not a suitable avenue for 
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addressing their complaint, employees are advised to contact another member of management or 
their human resources representative. No employee shall be discriminated against, harassed, 
intimidated, nor suffer any reprisal as a result of reporting a violation of this policy. Furthermore, any 
employee, supervisor, or manager who becomes aware of any such discrimination or harassment 
should immediately rttport it to executive management or the human resources office to ensure that 
such conduct does not continue. 

Contractor agrees that to the extent of any inconsistency, omission, or conflict with its current non
discrimination employment policy, the Contractor has expressly adopted the provisions of the City's 
Minimum Non-Discrimination Policy contained in Section 5-4-2 of the City Code and set forth 
above, as the Contractor's Non-Discrimination Policy or as an amendment to such Policy and such 
provisions are intended to not only supplement the Contractor's policy, but will also supersede the 
Contractor's policy to the extent of any conflict. 

UPON CONTRACT AWARD, THE CONTRACTOR SHALL PROVIDE A COPY TO THE CITY OF 
THE CONTRACTOR'S NON-DISCRIMINATION POLICY ON COMPANY LETTERHEAD, WHICH 
CONFORMS IN FORM, SCOPE, AND CONTENT TO THE CITY'S MINIMUM NON
DISCRIMINATION POLICY, AS SET FORTH HEREIN, OR THIS NON-DISCRIMINATION POLICY, 
WHICH HAS BEEN ADOPTED BY THE CONTRACTOR FOR ALL PURPOSES {THE FORM OF 
WHICH HAS BEEN APPROVED BY THE CITY'S EQUAL EMPLOYMENT/FAIR HOUSING OFFICE), 
WILL BE CONSIDERED THE CONTRACTOR'S NON-DISCRIMINATION POLICY WITHOUT THE 
REQUIREMENT OF A S'EPARATE SUBMITTAL 

Sanctions: 
Our firm understands that non-compliance with Chapter 5-4 may result in sanctions, including 
termination of the contract and suspension or debarment from participation in future City contracts 
until deemed compliant with the requirements of Chapter 5-4. 

Term: 
The Contractor agrees that this Section 0800 Non-Discrimination Certificate or the Contractor's 
separate conforming policy, which the Contractor has executed and filed with the Owner, will remain 
in force and effect for one year from the date of filing. The Contractor further agrees that, in 
consideration of the receipt of continued Contract payments, the Contractor's Non-Discrimination 
Policy will automatically renew from year-to-year for the term of the underlying Contract. 

Dated this k$ day of ,A\1vvl.. , ~ l1 
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HOMELESS MANAGEMENT INFORMATION SYSTEM 
CHMIS) REPORTING REQUIREMENTS 

Organizations receiving funding from the City of Austin for homelessness prevention 
and homeless intervention services are required to utilize the local Homeless 
Management Information System (HMIS) to track and report client information for 
individuals who are at risk of homelessness or who are homeless. A high level of data 
quality is required. The Ending Community Homelessness Coalition (ECHO) currently 
serves as the local HMIS administrator. 

Requirements Include: 

• All settings for client records will be in accordance with HMIS policy in order to reduce 
duplication of records and improve service coordination 

• HMIS user licenses must be purchased for staff entering data into City-funded 
programs (may use City funds for licenses) 

• Organizations must have an ECHO HMIS Memorandum of Understanding 

• Data quality report(s) submitted monthly with a rating of "Excellent" or "Acceptable" 

• Participation in Annual Point-in-Time Count, Annual Homeless Assessment Report 
(AHAR), and other required HUD reporting 

• Participation in the required annual training for each licensed user as well as 
attendance at required City-sponsored training(s) regarding HMIS and CTK ODM 
System 

Periodic reporting to the City will include levels of compliance with all 
requirements listed above as well as any feedback regarding the HMIS system. 

If data quality reports fall below minimum standards, payments may be withheld 
until reports improve to "Excellent" or "Acceptable" ratings. 

These requirements also pertain to all Subcontractors serving people who are 
homeless under this agreement. 
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BUSINESS ASSOCIATE AGREEMENT PROVISIONS 
. 

This Business Associate Agreement (the "Agreement"), is made by and between the 
Grantee (Business Associate) and the City (Covered Entity) (collectively the "Parties") to 
comply with privacy standards adopted by the U.S. Department of Health and Human 
Services as they may be amended from time to time, 45 C.F.R. parts 160 and 164 ("the 
Privacy Rule") and security standards adopted by the U.S. Department of Health and 
Human Services as they may be amended from time to time, 45 C.F.R. parts 160, 162 and 
164, subpart C ("the Security Rule"), and the Health Information Technology for Economic 
and Clinical Health (HITECH) Act, Title XIII of Division A and Title IV of Division B of the 
American Recovery and Reinvestment Act of 2009 and regulations promulgated there 
under and any applicable state confidentiality laws. 

RECITALS 

WHEREAS, Business Associate provides services outlined in Exhibit A.1 to or on behalf of 
Covered Entity; 

WHEREAS, in connection with these services, Covered Entity discloses to Business 
Associate certain protected health information that is subject to protection under the HIP AA 
Rules; and 

WHEREAS, the HIPAA Rules require that Covered Entity receive adequate assurances 
that Business Associate will comply with certain obligations with respect to the PH I 
received, maintained, or transmitted in the course of providing services to or on behalf of 
Covered Entity. 

NOW THEREFORE, in consideration of the mutual promises and covenants herein, and 
for other good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged, the Parties agree as follows: 

A. Definitions. Terms used herein, but not otherwise defined, shall have meaning 
ascribed by the Privacy Rule and the Security Rule. 

1. Breach. "Breach" shall have the same meaning as the term "breach" in 45 
C.F.R. §164.502. 

2. Business Associate. "Business Associate" shall have the same meaning as 
the term "business associate" in 45 C. F. R. § 160.103 and in reference to the 
party to this agreement, shall mean Grantee. 

3. Covered Entitv. "Covered Entity" shall have the same meaning as the term 
"covered entity" in 45 C.F.R. §160.103 and in reference to the party to this 
agreement shall mean The City of Austin. 

4. Designated Record Set. "Designated Record Set" shall mean a group of 
records maintained by or for a Covered Entity that is: (i) the medical records 
and billing records about Individuals maintained by or for a covered health 
care provider; (ii) the enrollment, payment, claims adjudication, and case or 
medical management record systems maintained by or for a health plan; or 
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(iii) used, in whole or in part, by or for the covered entity to make decisions 
about Individuals. For purposes of this definition, the term "record" means 
any item, collection, or grouping of information that includes protected health 
information and is maintained, collected, used, or disseminated by or for a 
covered entity. 

5. HIPAA Rules. The Privacy Rule and the Security Rule and amendments 
codified and promulgated by the HITECH Act are referred to collectively 
herein as "HIPAA Rules." 

6. Individual. "Individual" shall mean the person who is the subject of the 
protected health information. 

7. Incident. "Incident" means a potential or attempted unauthorized access, 
use, disclosure, modification, loss or destruction of PHI, which has the 
potential for jeopardizing the confidentiality, integrity or availability of the PHI. 

8. Protected Health Information ("PHI"). "Protected Health Information" or PHI 
shall have the same meaning as the term "protected health information" in 45 
C.F.R. §160.103, limited to the information created, received, maintained or 
transmitted by Business Associate from or on behalf of covered entity 
pursuant to this Agreement. 

9. Required by Law. "Required by Law" shall mean a mandate contained in law 
that compels a use or disclosure of PHI. 

10. Secretarv. "Secretary" shall mean the Secretary of the Department of Health 
and Human Services or his or her Designee. 

11. Sensitive Personal Information. "Sensitive Personal Information" shall mean 
an individual's first name or first initial and last name in combination with any 
one or more of the following items, if the name and the items are not 
encrypted: a) social security number; driver's license number or 
government-issued identification number; or account number or credit or 
debit card number in combination with any required security code, access 
code, or password that would permit access to an individual's financial 
account; or b) information that identifies an individual and relates to: the 
physical or mental health or condition of the individual; the provision of health 
care to the individual; or payment for the provision of health care to the 
individual. 

12. Subcontractor. "subcontractor" shall have the same meaning as the term 
"subcontractor" in 45 C.F.R. §160.103. 

13. Unsecured PHI. "Unsecured PHI" shall mean PHI that is not rendered 
unusable, unreadable, or indecipherable to unauthorized individuals through 
the use of a technology or methodology specified by the Secretary in the 
guidance issued under section 13402(h)(2) of Public Law 111-5. 
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B. Purposes for which PHI May Be Disclosed to Business Associate. In connection 
with the services provided by Business Associate to or on behalf of Covered Entity 
described in this Agreement, Covered Entity may disclose PHI to Business 
Associate for the purposes of providing a social service. 

C. Obligations of Covered Entity. If deemed applicable by Covered Entity, Covered 
Entity shall: 

1. provide Business Associate a copy of its Notice of Privacy Practices ("Notice,) 
produced by Covered Entity in accordance with 45 C.F.R. 164.520 as well as 

·any changes to such Notice; 

2. provide Business Associate with any changes in, or revocation of, 
authorizations by Individuals relating to the use and/or disclosure of PHI, if 
such changes affect Business Associate's permitted or required uses and/or 
disclosures; 

3. notify Business Associate of any restriction to the use and/or disclosure of 
PHI to which Covered Entity has agreed in accordance with 45 C.F.R. 
164.522, to the extent that such restriction may affect Business Associate's 
use or disclosure of PHI; 

4. not request Business Associate to use or disclose PHI in any manner that 
would not be permissible under the Privacy Rule if done by the Covered 
entity; 

5. notify Business Associate of any amendment to PHI to which Covered Entity 
has agreed that affects a Designated Record Set maintained by Business 
Associate; 

6. if Business Associate maintains a Designated Record Set, provide Business 
Associate with a copy of its policies and procedures related to an Individual's 
right to: access PHI; request an amendment to PHI; request confidential 
communications of PHI; or request an accounting of disclosures of PHI; and, 

7. direct, review and control notification made by the Business Associate of 
individuals of breach of their Unsecured PHI in accordance with the 
requirements set forth in 45 C.F.R. §164.404. 

D. Obligations of Business Associate. Business Associate agrees to comply with 
applicable federal and state confidentiality and security laws, specifically the 
provisions of the HIPAA Rules applicable to business associates, including: 

1. Use and Disclosure of PHI. Except as otherwise permitted by this Agreement 
or applicable law, Business Associate shall not use or disclose PHI except as 
necessary to provide Services described above to or on behalf of Covered 
Entity, and shall not use or disclose PHI that would violate the HIPAA Rules 
if used or disclosed by Covered Entity. Also, knowing that there are certain 
restrictions on disclosure of PHI. Provided, however, Business Associate 
may use and disclose PHI as necessary for the proper management and 
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administration of Business Associate, or to carry out its legal responsibilities. 
Business Associate shall in such cases: 

(a) provide information and training to members of its workforce using or 
disclosing PHI regarding the confidentiality requirements of the HIPAA 
Rules and this Agreement; 

(b) obtain reasonable assurances from the person or entity to whom the 
PHI is disclosed that: (a) the PHI will be held confidential and further 
used and disclosed only as Required by Law or for the purpose for 
which it was disclosed to the person or entity; and (b) the person or 
entity will notify Business Associate of any instances of which it is 
aware in which confidentiality of the PHI has been breached; and 

(c) agree to notify the designated Privacy Officer of Covered Entity of any 
instances of which it is aware in which the PHI is used or disclosed for 
a purpose that is not otherwise provided for in this Agreement or for a 
purpose not expressly permitted by the HIPAA Rules. 

2. Data Aggregation. In the event that Business Associate works for more than 
one Covered Entity, Business Associate is permitted to use and disclose PHI 
for data aggregation purposes, however, only in order to analyze data for 
permitted health care operations, and only to the extent that such use is 
permitted under the HIPAA Rules. 

3. De-identified Information. Business Associate may use and disclose de
identified health information if written approval from the Covered Entity is 
obtained, and the PHI is de-identified in compliance with the HIPAA Rules. 
Moreover, Business Associate shall review and comply with the requirements 
defined under Section E. of this Agreement. 

4. Safeguards. 

(a) Business Associate shall maintain appropriate safeguards to ensure 
that PHI is not used or disclosed other than as provided by this 
Agreement or as Required by Law. Business Associate shall 
implement administrative, physical and technical safeguards that 
reasonably and appropriately protect the confidentiality, integrity, and 
availability of any paper or electronic PHI it creates, receives, 
maintains, or transmits on behalf of Covered Entity. 

(b) Business Associate shall assure that all PHI be secured when 
accessed by Business Associate's employees, agents or 
subcontractor. Any access to PHI by Business Associate's 
employees, agents or subcontractors shall be limited to legitimate 
business needs while working with PHI. Any personnel changes by 
Business Associate, eliminating the legitimate business needs for 
employees, agents or contractors access to PHI-either by revision of 
duties or termination - shall be immediately reported to Covered 
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Entity. Such reporting shall be made no later than the third business 
day after the personnel change becomes effective. 

5. Minimum Necessary. Business Associate shall ensure that all uses and 
disclosures of PHI are subject to the principle of "minimum necessary use 
and disclosure," i.e., that only PHI that is the minimum necessary to 
accomplish the intended purpose of the use, disclosure, or request is used or 
disclosed; and, the use of limited data sets when possible. 

6. Disclosure to Agents and Subcontractors. If Business Associate discloses 
PHI received from Covered Entity, or created or received by Business 
Associate on behalf of Covered Entity, to agents, including a subcontractor, 
Business Associate shall require the agent or subcontractor to agree to the 
same restrictions and conditions as apply to Business Associate under this 
Agreement. Business Associate shall ensure that any agent, including a 
subcontractor, agrees to implement reasonable and appropriate safeguards 
to protect the confidentiality, integrity, and availability of the paper or 
electronic PHI that it creates, receives, maintains, or transmits on behalf of 
the Covered Entity. Business Associate shall be liable to Covered Entity for 
any acts, failures or omissions of the agent or subcontractor in providing the 
services as if they were Business Associate's own acts, failures or omissions, 
to the extent permitted by law. Business Associate further expressly warrants 
that its agents or subcontractors will be specifically advised of, and will comply 
in all respects with, the terms of this Agreement. 

7. Individual Rights Regarding Designated Record Sets. If Business Associate 
maintains a Designated Record Set on behalf of Covered Entity Business 
Associate agrees as follows: 

(a} Individual Right to Copy or Inspection. Business Associate agrees that 
if it maintains a Designated Record Set for Covered Entity that is not 
maintained by Covered Entity, it will permit an Individual to inspect or 
copy PHI about the Individual in that set as directed by Covered Entity 
to meet the requirements of 45 C.F.R. § 164.524. If the PHI is in 
electronic format, the Individual shall have a right to obtain a copy of 
such information in electronic format and, if the Individual chooses, to 
direct that an electronic copy be transmitted directly to an entity or 
person designated by the individual in accordance with HITECH 
section 13405 (c). Under the Privacy Rule, Covered Entity is required 
to take action on such requests as soon as possible, but not later than 
30 days following receipt of the request. Business Associate agrees 
to make reasonable efforts to assist Covered Entity in meeting this 
deadline. The information shall be provided in the form or format 
requested if it is readily producible in such form or format; or in 
summary, if the Individual has agreed in advance to accept the 
information in summary form. A reasonable, cost-based fee for 
copying health information may be charged. If Covered Entity 
maintains the requested records, Covered Entity, rather than Business 
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Associate shall permit access according to its policies and procedures 
implementing the Privacy Rule. 

(b) Individual Right to Amendment. Business Associate agrees, if it 
maintains PHI in a Designated Record Set, to make amendments to 
PHI at the request and direction of Covered Entity pursuant to 45 
C.F.R. §164.526. If Business Associate maintains a record in a 
Designated Record Set that is not also maintained by Covered Entity, 
Business Associate agrees that it will accommodate an Individual's 
request to amend PHI only in conjunction with a determination by 
Covered Entity that the amendment is appropriate according to 45 
C.F.R. §164.526. 

(c) Accounting of Disclosures. Business Associate agrees to maintain 
documentation of the information required to provide an accounting of 
disclosures of PHI, whether PHI is paper or electronic format, in 
accordance with 45 C.F.R. §164.528 and HITECH Sub TitleD Title VI 
Section 13405 (c), and to make this information available to Covered 
Entity upon Covered Entity's request, in order to allow Covered Entity 
to respond to an Individual's request for accounting of disclosures. 
Under the Privacy Rule, Covered Entity is required to take action on 
such requests as soon as possible but not later than 60 days following 
receipt of the request. Business Associate agrees to use its best 
efforts to assist Covered Entity in meeting this deadline but not later 
than 45 days following receipt of the request. Such accounting must 
be provided without cost to the individual or Covered Entity if it is the 
first accounting requested by an individual within any 12-month period; 
however, a reasonable, cost-based fee may be charged for 
subsequent accountings if Business Associate informs the individual 
in advance of the fee and is afforded an opportunity to withdraw or 
modify the request. Such accounting is limited to disclosures that were 
made in the six (6) years prior to the request (not including disclosures 
prior to the compliance date ofthe Privacy Rule) and shall be provided 
for as long as Business Associate maintains the PH I. 

8. Internal Practices. Policies and Procedures. Except as otherwise specified 
herein, Business Associate shall make available its internal practices, books, 
records, policies and procedures relating to the use and disclosure of PHI, 
received from or on behalf of Covered Entity to the Secretary or his or her 
agents for the purpose of determining Covered Entity's compliance with the 
HIPAA Rules, or any other health oversight agency, or to Covered Entity. 
Records requested that are not protected by an applicable legal privilege will 
be made available in the time and manner specified by Covered Entity or the 
Secretary. 

9. Notice of Privacy Practices. Business Associate shall abide by the limitations 
of Covered Entity's Notice of which it has knowledge. Any use or disclosure 
permitted by this Agreement may be amended by changes to Covered 
Entity's Notice; provided, however, that the amended Notice shall not affect 
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permitted uses and disclosures on which Business Associate relied prior to 
receiving notice of such amended Notice. 

10. Withdrawal of Authorization. If the use or disclosure of PHI in this Agreement 
is based upon an Individual's specific authorization for the use or disclosure 
of his or her PHI, and the Individual revokes such authorization, the effective 
date of such authorization has expired, or such authorization is found to be 
defective in any manner that renders it invalid, Business Associate shall, if it 
has notice of such revocation, expiration, or invalidity, cease the use and 
disclosure of the Individual's PHI except to the extent it has relied on such 
use or disclosure, or if an exception under the Privacy Rule expressly applies. 

11. Knowledge of HIPAA Rules. Business Associate agrees to review and 
understand the HJPAA Rules as it applies to Business Associate, and to 
comply with the applicable requirements of the HIPAA Rule, as well as any 
applicable amendments. 

12. Information Incident Notification for PHI. Business Associate will report any 
successful Incident of which it becomes aware and at the request of the 
Covered Entity, will identify: the date of the Incident, scope of Incident, 
Business Associate's response to the Incident, and the identification of the 
party responsible for causing the Incident. 

13. Information Breach Notification for PHI. Business Associate expressly 
recognizes that Covered Entity has certain reporting and disclosure 
obligations to the Secretary and the Individual in case of a security breach of 
unsecured PHI. Where Business Associate accesses, maintains, retains, 
modifies, records, stores, destroys, or otherwise holds, uses or discloses 
unsecured paper or electronic PHI, Business Associate immediately following 
the "discovery" (within the meaning of 45 C.F.R. §164.410(a)) of a breach of 
such information, shall notify Covered Entity of such breach. Initial 
notification of the breach does not need to be in compliance with 45 C.F.R. 
§164.404(c); however, Business Associate must provide Covered Entity with 
all information necessary for Covered Entity to comply with 45 C.F.R. 
§164.404{c) without reasonable delay, and in no case later than three days 
following the discovery of the breach. Business Associate shall be liable for 
the costs associated with such breach if caused by the Business Associate's 
negligent or willful acts or omissions, or the negligent or willful acts or 
omissions of Business Associate's agents, officers, employees or 
subcontractors. 

14. Breach Notification to Individuals. Business Associate's duty to notify 
Covered Entity of any breach does not permit Business Associate to notify 
those individuals whose PHI has been breached by Business Associate 
without the express written permission of Covered Entity to do so. Any and 
all notification to those individuals whose PHI has been breached shall be 
made by the Business Associate under the direction, review and control of 
Covered Entity. The Business Associate will notify the Covered Entity via 
telephone with follow-up in writing to include; name of individuals whose PHI 
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was breached, information breached, date of breach, form of breach, etc. The 
cost of the notification will be paid by the Business Associate. 

15. Information Breach Notification for Other Sensitive Personal Information. In 
addition to the reporting under Section D.12, Business Associate shall notify 
Covered Entity of any breach of computerized Sensitive Personal Information 
(as determined pursuant to Tile 11, subtitle B, chapter 521, Subchapter A, 
Section 521.053. Texas Business & Commerce Code) to assure Covered 
Entity's compliance with the notification requirements of Title 11, Subtitle B, 
Chapter 521, Subchapter A, Section 521.053, Texas Business & Commerce 
Code. Accordingly, Business Associate shall be liable for all costs associated 
with any breach caused by Business Associate's negligent or willful acts or 
omissions, or those negligent or willful acts or omissions of Business 
Associate's agents, officers, employees or subcontractors. 

E. Permitted Uses and Disclosures by Business Associates. Except as otherwise 
limited in this Agreement, Business Associate may use or disclose Protected Health 
Information to perform functions, activities, or services for, or on behalf of, Covered 
Entity as specified in this Business Associates Agreement or in a Master Services 
Agreement, provided that such use or disclosure would not violate the HIPAA Rules 
if done by Covered Entity or the minimum necessary policies and procedures of the 
Covered Entity. Also, Business Associate may use PHI to report violations of law to 
appropriate Federal and State authorities, consistent with the HIPAA Rules. 

1. Use. Business Associate will not, and will ensure that its directors, officers, 
employees, contractors and other agents do not, use PHI other than as 
permitted or required by Business Associate to perform the Services or as 
required by law, but in no event in any manner that would constitute a violation 
of the Privacy Standards or Security standards if used by Covered Entity. 

2. Disclosure. Business Associate will not, and will ensure that its directors, 
officers, employees, contractors, and other agents do not, disclose PHI other 
than as permitted pursuant to this arrangement or as required by law, but in no 
event disclose PH I in any manner that would constitute a violation of the Privacy 
Standards or Security Standards if disclosed by Covered Entity. 

3. Business Associate acknowledges and agrees that Covered Entity owns all right, 
title, and interest in and to all PHI, and that such right, title, and interest will be 
vested in Covered Entity. Neither Business Associate nor any of its employees, 
agents, consultants or assigns will have any rights in any of the PHI, except as 
expressly set forth above. Business Associate represents, warrants, and 
covenants that it will not compile and/or distribute analyses to third parties using 
any PHI without Covered Entity's express written consent. 

F. Application of Security and Privacy Provisions to Business Associate. 

1. Security Measures. Sections 164.308, 164.31 0, 164.312 and 164.316 of Title 45 
of the Code of Federal Regulations dealing with the administrative, physical and 
technical safeguards as well as policies, procedures and documentation 
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requirements that apply to Covered Entity shall in the same manner apply to 
Business Associate. Any additional security requirements contained in Sub Title 
D of Title IV of the HITECH Act that apply to Covered Entity shall also apply to 
Business Associate. Pursuant to the foregoing requirements in this section, the 
Business Associate will implement administrative, physical, and technical 
safeguards that reasonably and appropriately protect the confidentiality, integrity, 
and availability of the paper or electronic PHI that it creates, has access to, or 
transmits. Business Associate will also ensure that any agent, including a 
subcontractor, to whom it provides such information, agrees to implement 
reasonable and appropriate safeguards to protect such information. Business 
Associate will ensure that PHI contained in portable devices or removable media 
is encrypted. 

2. Annual Guidance. For the first year beginning after the date of the enactment of 
the HITECH Act and annually thereafter, the Secretary shall annually issue 
guidance on the most effective and appropriate technical safeguards for use in 
carrying out the sections referred to in subsection (a) and the security standards 
in subpart C of part 164 of title 45, Code of Federal Regulations. Business 
Associate shall, at their own cost and effort, monitor the issuance of such 
guidance and comply accordingly. 

3. Privacy Provisions. The enhanced HIPAA privacy requirements including but not 
necessarily limited to accounting for certain PHI disclosures for treatment, 
restrictions on the sale of PHI, restrictions on marketing and fundraising 
communications, payment and health care operations contained Subtitle D of the 
HITECH Act that apply to the Covered entity shall equally apply to the Business 
Associate. 

4. Application of Civil and Criminal Penalties. If Business Associate violates any 
security or privacy provision specified in subparagraphs (1) and (2) above, 
sections 1176 and 1177 ofthe Social Security Act (42 U.S.C. 1320d-5, 1320d-6) 
shall apply to Business Associate with respect to such violation in the same 
manner that such sections apply to Covered Entity if it violates such provisions. 

G. Term and Termination. 

1. Term. This Agreement shall be effective as of the Effective Date and shall be 
terminated when all PHI provided to Business Associate by Covered Entity, or 
created or received by Business Associate on behalf of Covered Entity, is 
destroyed or returned to Covered Entity. 

2. Termination for Cause. Upon Covered entity's knowledge of a material breach 
by Business Associate, Covered Entity shall either: 

a. Provide an opportunity for Business Associate to cure the breach 
within 30 days of written notice of such breach or end the violation and 
terminate this Agreement, whether it is in the form of a stand-alone 
agreement or an addendum to a Master Services Agreement, if 
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Business Associate does not cure the breach or end the violation 
within the time specified by Covered Entity; or 

b. Immediately terminate this Agreement whether it is in the form of a 
stand-alone agreement of an addendum to a Master Services 
Agreement if Business associate has breached a material term of this 
Agreement and cure is not possible. 

3. Effect of Termination. Upon termination of this Agreement for any reason, 
Business Associate agrees to return or destroy all PHI received from Covered 
Entity, or created or received by Business Associate on behalf of Covered Entity, 
maintained by Business Associate in any form. If Business Associate determines 
that the return or destruction of PHI is not feasible, Business Associate shall 
inform Covered Entity in writing of the reason thereof, and shall agree to extend 
the protections of this Agreement to such PHI and limit further uses and 
disclosures of the PHI to those purposes that make the return or destruction of 
the PHI not feasible for so long as Business Associate retains the PHI. 

H. Miscellaneous. 

1. Indemnification. To the extent permitted by law, Business Associate agrees to 
indemnify and hold harmless Covered Entity from and against all claims, 
demands, liabilities, judgments or causes of action of any nature for any relief, 
elements of recovery or damages recognized by law (including, without limitation, 
attorney's fees, defense costs, and equitable relief}, for any damage or loss 
incurred by Covered Entity arising out of, resulting from, or attributable to any 
acts or omissions or other conduct of Business Associate or its agents in 
connection with the performance of Business Associate's or its agents' duties 
under this Agreement. This indemnity shall apply even if Covered Entity is 
alleged to be solely or jointly negligent or otherwise solely or jointly at fault; 
provided, however, that a trier of fact finds Covered Entity not to be solely or 
jointly negligent or otherwise solely or jointly at fault. This indemnity shall not be 
construed to limit Covered Entity's rights, if any, to common law indemnity. 

Covered Entity shall have the option, at its sole discretion, to employ 
attorneys selected by it to defend any such action, the costs and expenses of 
which shall be the responsibility of Business Associate. Covered Entity shall 
provide Business Associate with timely notice of the existence of such 
proceedings and such information, documents and other cooperation as 
reasonably necessary to assist Business Associate in establishing a defense 
to such action. 

These indemnities shall survive termination of this Agreement, and Covered 
Entity reserves the right, at its option and expense, to participate in the 
defense of any suit or proceeding through counsel of its own choosing. 

2. Mitigation. If Business Associate violates this Agreement or either of the HIPAA 
, Rules, Business Associate agrees to mitigate any damage caused by such 

breach. 
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3. Rights of Proprietary Information. Covered Entity retains any and all rights to the 
proprietary information, confidential information, and PHI it releases to Business 
Associate. 

4. Survival. The respective rights and obligations of Business Associate under 
Section E.3 of this Agreement shall survive the termination of this Agreement. 

5. Notices. Any notices pertaining to this Agreement shall be given in writing and 
shall be deemed duly given when personally delivered to a Party or a Party's 
authorized representative as listed in Section 8.7 of the agreement between the 
City and Grantee or sent by means of a reputable overnight carrier, or sent by 
means of certified mail, return receipt requested, postage prepaid. A notice sent 
by certified mail shall be deemed given on the date of receipt or refusal of receipt. 

6. Amendments. This Agreement may not be changed or modified in any manner 
except by an instrument in writing signed by a duly authorized officer of each of 
the Parties hereto. The Parties, however, agree to amend this Agreement from 
time to time as necessary, in order to allow Covered Entity to comply with the 
requirements of the HIPAA Rules. 

7. Choice of Law. This Agreement and the rights and the obligations of the Parties 
hereunder shall be governed by and construed under the laws of the State of 
Texas without regard to applicable conflict of laws principles. 

8. Assignment of Rights and Delegation of Duties. This Agreement is binding upon 
and inures to the benefit of the Parties hereto and their respective successors 
and permitted assigns. However, neither Party may assign any of its rights or 
delegate any of its obligations under this Agreement without the prior written 
consent of the other Party, which consent shall not be unreasonably withheld or 
delayed. Notwithstanding any provisions to the contrary, however, Covered 
Entity retains the right to assign or delegate any of its rights or obligations 
hereunder to any of its wholly owned subsidiaries, affiliates or successor 
companies. Assignments made in violation of this provision are null and void. 

9. Nature of Agreement. Nothing in this Agreement shall be construed to create (i) 
a partnership, joint venture or other joint business relationship between the 
Parties or any of their affiliates, (ii) any fiduciary duty owed by one Party to 
another Party or any of its affiliates, or (iii) a relationship of employer and 
employee between the Parties. 

10. No Waiver. Failure or delay on the part of either Party to exercise any right, 
power, privilege or remedy hereunder shall not constitute a waiver thereof. No 
provision of this Agreement may be waived by either Party except by a writing 
signed by an authorized representative of the Party making the waiver. 

11. Equitable Relief. Any disclosure of misappropriation of PHI by Business 
Associate in violation of this Agreement will cause Covered Entity irreparable 
harm, the amount of which may be difficult to ascertain. Business Associate 
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therefore agrees that Covered Entity shall have the right to apply to a court of 
competent jurisdiction for specific performance and/or an order restraining and 
enjoining Business Associate from any such further disclosure or breach, and for 
such other relief as Covered Entity shall deem appropriate. Such rights are in 
addition to any other remedies available to Covered Entity at law or in equity. 
Business Associate expressly waives the defense that a remedy in damages will 
be adequate, and further waives any requirement in an action for specific 
performance or injunction for the posting of a bond by Covered Entity. 

12. Severability. The provisions of this Agreement shall be severable, and if any 
provision of this Agreement shall be held or declared to be illegal, invalid or 
unenforceable, the remainder of this Agreement shall continue in full force and 
effect as though such illegal, invalid or unenforceable provision had not been 
contained herein. 

13. No Third Party Beneficiaries. Nothing in this Agreement shall be considered or 
construed as conferring any right or benefit on a person not a party to this 
Agreement nor imposing any obligations on either Party hereto to persons not a 
party to this Agreement. 

14. Headings. The descriptive headings of the articles, sections, subsections, 
exhibits and schedules of this Agreement are inserted for convenience only, do 
not constitute a part of this Agreement and shall not affect in any way the 
meaning or interpretation of this Agreement. 

15. Entire Agreement. This Agreement, together with all Exhibits, Riders and 
amendments, if applicable, which are fully completed and signed by authorized 
persons on behalf of both Parties from time to time while this Agreement is in 
effect, constitutes the entire Agreement between the Parties hereto with respect 
to the subject matter hereof and supersedes all previous written or oral 
understandings, agreements, negotiations, commitments, and any other writing 
and communication by or between the Parties with respect to the subject matter 
hereof. In the event of any inconsistencies between any provisions of this 
Agreement in any provisions of the Exhibits, Riders, or amendments, the 
provisions of this Agreement shall control. 

16.1nterpretation. Any ambiguity in this Agreement shall be resolved in favor of a 
meaning that permits Covered Entity to comply with the HIPAA Rules and any 
applicable state confidentiality laws. The provisions of this Agreement shall 
prevail over the provisions of any other agreement that exists between the 
Parties that may conflict with, or appear inconsistent with, any provision of this 
Agreement or the HIPAA Rules. 

17. Regulatory References. A citation in this Agreement to the Code of Federal 
Regulations shall mean the cited section as that section may be amended from 
time to time. 
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The undersigned, by his/her signature, represents that he/she is submitting a binding offer and is 
authorized to bind the respondent to fully comply with the solicitation document contained herein. The 
Respondent, by submitting and signing below, acknowledges that he/she has received and read the 
entire document packet sections defined above including all documents incorporated by reference, and 
agrees to be bound by the terms therein. 

Company Name: 

Company Address: 

City, State, Zip: 

Federal Tax ID No. 

Printed Name of Officer or Authorized 
Representative: 

Title: 

Signature of Officer or Authorized 
Representative: 

Date: _ _:_I 0_·-.:::_2-_S:_·_-_2-_o_· _\--=~----------------
Email Address: G M~C.a1Ma_cJ:_(?i) ~oJ\+slrqs. Of£) 

* Qualifications Statement must be submitted with this signed Offer sheet to be considered 

for award 
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CITY OF AUSTIN 
PURCHASING OFFICE 

STANDARD PURCHASE TERMS AND CONDITIONS 
 

Section 0300, Standard Purchase Terms & Conditions 1 Rev. 01-03-2018 

 

By submitting an Offer in response to the Solicitation, the Contractor agrees that the Contract shall be governed by the 
following terms and conditions. Unless otherwise specified in the Contract, Sections 3, 4, 5, 6, 7, 8, 20, 21, and 36 shall 
apply only to a Solicitation to purchase Goods, and Sections 9, 10, 11 and 22 shall apply only to a Solicitation to purchase 
Services to be performed principally at the City’s premises or on public rights-of-way. 
 
1. CONTRACTOR’S OBLIGATIONS. The Contractor shall fully and timely provide all Deliverables described in the 

Solicitation and in the Contractor’s Offer in strict accordance with the terms, covenants, and conditions of the Contract 
and all applicable Federal, State, and local laws, rules, and regulations. 

 
2. EFFECTIVE DATE/TERM. Unless otherwise specified in the Solicitation, this Contract shall be effective as of the 

date the contract is signed by the City, and shall continue in effect until all obligations are performed in accordance 
with the Contract. 

 
3. CONTRACTOR TO PACKAGE DELIVERABLES: The Contractor will package Deliverables in accordance with good 

commercial practice and shall include a packing list showing the description of each item, the quantity and unit price 
Unless otherwise provided in the Specifications or Supplemental Terms and Conditions, each shipping container shall 
be clearly and permanently marked as follows: (a) The Contractor's name and address, (b) the City’s name, address 
and purchase order or purchase release number and the price agreement number if applicable, (c) Container number 
and total number of containers, e.g. box 1 of 4 boxes, and (d) the number of the container bearing the packing list. 
The Contractor shall bear cost of packaging. Deliverables shall be suitably packed to secure lowest transportation 
costs and to conform with requirements of common carriers and any applicable specifications. The City's count or 
weight shall be final and conclusive on shipments not accompanied by packing lists. 

 
4. SHIPMENT UNDER RESERVATION PROHIBITED: The Contractor is not authorized to ship the Deliverables under 

reservation and no tender of a bill of lading will operate as a tender of Deliverables. 
 
5. TITLE & RISK OF LOSS: Title to and risk of loss of the Deliverables shall pass to the City only when the City actually 

receives and accepts the Deliverables. 
 
6. DELIVERY TERMS AND TRANSPORTATION CHARGES: Deliverables shall be shipped F.O.B. point of delivery 

unless otherwise specified in the Supplemental Terms and Conditions. Unless otherwise stated in the Offer, the 
Contractor’s price shall be deemed to include all delivery and transportation charges. The City shall have the right to 
designate what method of transportation shall be used to ship the Deliverables. The place of delivery shall be that set 
forth in the block of the purchase order or purchase release entitled "Receiving Agency". 

 
7. RIGHT OF INSPECTION AND REJECTION: The City expressly reserves all rights under law, including, but not 

limited to the Uniform Commercial Code, to inspect the Deliverables at delivery before accepting them, and to reject 
defective or non-conforming Deliverables. If the City has the right to inspect the Contractor’s, or the Contractor’s 
Subcontractor’s, facilities, or the Deliverables at the Contractor’s, or the Contractor’s Subcontractor’s, premises, the 
Contractor shall furnish, or cause to be furnished, without additional charge, all reasonable facilities and assistance 
to the City to facilitate such inspection. 

 
8. NO REPLACEMENT OF DEFECTIVE TENDER: Every tender or delivery of Deliverables must fully comply with all 

provisions of the Contract as to time of delivery, quality, and quantity. Any non-complying tender shall constitute a 
breach and the Contractor shall not have the right to substitute a conforming tender; provided, where the time for 
performance has not yet expired, the Contractor may notify the City of the intention to cure and may then make a 
conforming tender within the time allotted in the contract. 

 
9. PLACE AND CONDITION OF WORK: The City shall provide the Contractor access to the sites where the Contractor 

is to perform the services as required in order for the Contractor to perform the services in a timely and efficient 
manner, in accordance with and subject to the applicable security laws, rules, and regulations. The Contractor 
acknowledges that it has satisfied itself as to the nature of the City’s service requirements and specifications, the 
location and essential characteristics of the work sites, the quality and quantity of materials, equipment, labor and 
facilities necessary to perform the services, and any other condition or state of fact which could in any way affect 
performance of the Contractor’s obligations under the contract. The Contractor hereby releases and holds the City 



CITY OF AUSTIN 
PURCHASING OFFICE 

STANDARD PURCHASE TERMS AND CONDITIONS 
 

Section 0300, Standard Purchase Terms & Conditions 2 Rev. 01-03-2018 

 

harmless from and against any liability or claim for damages of any kind or nature if the actual site or service conditions 
differ from expected conditions. 

 
10. WORKFORCE 
 

A. The Contractor shall employ only orderly and competent workers, skilled in the performance of the services which 
they will perform under the Contract. 

 
B. The Contractor, its employees, subcontractors, and subcontractor's employees may not while engaged in 

participating or responding to a solicitation or while in the course and scope of delivering goods or services under 
a City of Austin contract or on the City's property . 

 
i. use or possess a firearm, including a concealed handgun that is licensed under state law, except as 

required by the terms of the contract; or  
ii. use or possess alcoholic or other intoxicating beverages, illegal drugs or controlled substances, nor may 

such workers be intoxicated, or under the influence of alcohol or drugs, on the job. 
 
C. If the City or the City's representative notifies the Contractor that any worker is incompetent, disorderly or 

disobedient, has knowingly or repeatedly violated safety regulations, has possessed any firearms, or has 
possessed or was under the influence of alcohol or drugs on the job, the Contractor shall immediately remove 
such worker from Contract services, and may not employ such worker again on Contract services without the 
City's prior written consent. 

 
11. COMPLIANCE WITH HEALTH, SAFETY, AND ENVIRONMENTAL REGULATIONS: The Contractor, its 

Subcontractors, and their respective employees, shall comply fully with all applicable federal, state, and local health, 
safety, and environmental laws, ordinances, rules and regulations in the performance of the services, including but 
not limited to those promulgated by the City and by the Occupational Safety and Health Administration (OSHA). In 
case of conflict, the most stringent safety requirement shall govern. The Contractor shall indemnify and hold the City 
harmless from and against all claims, demands, suits, actions, judgments, fines, penalties and liability of every kind 
arising from the breach of the Contractor’s obligations under this paragraph. 

 
12. INVOICES: 
 

A. The Contractor shall submit separate invoices in duplicate on each purchase order or purchase release after 
each delivery. If partial shipments or deliveries are authorized by the City, a separate invoice must be sent for 
each shipment or delivery made. 

 
B. Proper Invoices must include a unique invoice number, the purchase order or delivery order number 

and the master agreement number if applicable, the Department’s Name, and the name of the point of 
contact for the Department. Invoices shall be itemized and transportation charges, if any, shall be listed 
separately. A copy of the bill of lading and the freight waybill, when applicable, shall be attached to the invoice. 
The Contractor’s name and, if applicable, the tax identification number on the invoice must exactly match the 
information in the Vendor’s registration with the City. Unless otherwise instructed in writing, the City may rely 
on the remittance address specified on the Contractor’s invoice. 

 
C. Invoices for labor shall include a copy of all time-sheets with trade labor rate and Deliverables order number 

clearly identified. Invoices shall also include a tabulation of work-hours at the appropriate rates and grouped by 
work order number. Time billed for labor shall be limited to hours actually worked at the work site. 

 
D. Unless otherwise expressly authorized in the Contract, the Contractor shall pass through all Subcontract and 

other authorized expenses at actual cost without markup. 
 
E. Federal excise taxes, State taxes, or City sales taxes must not be included in the invoiced amount. The City 

will furnish a tax exemption certificate upon request. 
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13. PAYMENT: 
 

A. All proper invoices received by the City will be paid within thirty (30) calendar days of the City’s receipt of the 
Deliverables or of the invoice, whichever is later. 

 
B. If payment is not timely made, (per paragraph A), interest shall accrue on the unpaid balance at the lesser 

of the rate specified in Texas Government Code Section 2251.025 or the maximum lawful rate; except, if 
payment is not timely made for a reason for which the City may withhold payment hereunder, interest 
shall not accrue until ten (10) calendar days after the grounds for withholding payment have been 
resolved. 

 
C. If partial shipments or deliveries are authorized by the City, the Contractor will be paid for the partial shipment 

or delivery, as stated above, provided that the invoice matches the shipment or delivery. 
 
D. The City may withhold or set off the entire payment or part of any payment otherwise due the Contractor to 

such extent as may be necessary on account of: 
 

i. delivery of defective or non-conforming Deliverables by the Contractor; 
ii. third party claims, which are not covered by the insurance which the Contractor is required to provide, 

are filed or reasonable evidence indicating probable filing of such claims; 
iii. failure of the Contractor to pay Subcontractors, or for labor, materials or equipment; 
iv. damage to the property of the City or the City’s agents, employees or contractors, which is not covered 

by insurance required to be provided by the Contractor; 
v. reasonable evidence that the Contractor’s obligations will not be completed within the time specified in 

the Contract, and that the unpaid balance would not be adequate to cover actual or liquidated damages 
for the anticipated delay; 

vi. failure of the Contractor to submit proper invoices with all required attachments and supporting 
documentation; or 

vii. failure of the Contractor to comply with any material provision of the Contract Documents. 
 

E. Notice is hereby given of Article VIII, Section 1 of the Austin City Charter which prohibits the payment of any 
money to any person, firm or corporation who is in arrears to the City for taxes, and of §2-8-3 of the Austin City 
Code concerning the right of the City to offset indebtedness owed the City. 

 
F. Payment will be made by check unless the parties mutually agree to payment by credit card or electronic 

transfer of funds.  The Contractor agrees that there shall be no additional charges, surcharges, or penalties to 
the City for payments made by credit card or electronic funds transfer.   

 
G. The awarding or continuation of this contract is dependent upon the availability of funding. The City’s payment 

obligations are payable only and solely from funds Appropriated and available for this contract. The absence of 
Appropriated or other lawfully available funds shall render the Contract null and void to the extent funds are not 
Appropriated or available and any Deliverables delivered but unpaid shall be returned to the Contractor. The 
City shall provide the Contractor written notice of the failure of the City to make an adequate Appropriation for 
any fiscal year to pay the amounts due under the Contract, or the reduction of any Appropriation to an amount 
insufficient to permit the City to pay its obligations under the Contract. In the event of non or inadequate 
appropriation of funds, there will be no penalty nor removal fees charged to the City. 

 
14. TRAVEL EXPENSES: All travel, lodging and per diem expenses in connection with the Contract for which 

reimbursement may be claimed by the Contractor under the terms of the Solicitation will be reviewed against the 
City’s Travel Policy as published and maintained by the City’s Controller’s Office and the Current United States 
General Services Administration Domestic Per Diem Rates (the “Rates”) as published and maintained on the Internet 
at: 

 
http://www.gsa.gov/portal/category/21287  

 

http://www.gsa.gov/portal/category/21287
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No amounts in excess of the Travel Policy or Rates shall be paid. All invoices must be accompanied by copies of 
detailed itemized receipts (e.g. hotel bills, airline tickets). No reimbursement will be made for expenses not actually 
incurred. Airline fares in excess of coach or economy will not be reimbursed. Mileage charges may not exceed the 
amount permitted as a deduction in any year under the Internal Revenue Code or Regulations. 

 
15. FINAL PAYMENT AND CLOSE-OUT: 
 

A. If an MBE/WBE Program Compliance Plan is required by the Solicitation, and the Contractor has identified 
Subcontractors, the Contractor is required to submit a Contract Close-Out MBE/WBE Compliance Report to 
the Project manager or Contract manager no later than the 15th calendar day after completion of all work under 
the contract. Final payment, retainage, or both may be withheld if the Contractor is not in compliance with the 
requirements of the Compliance Plan as accepted by the City. 

 
B. The making and acceptance of final payment will constitute: 
 

i. a waiver of all claims by the City against the Contractor, except claims (1) which have been previously 
asserted in writing and not yet settled, (2) arising from defective work appearing after final inspection, (3) 
arising from failure of the Contractor to comply with the Contract or the terms of any warranty specified 
herein, (4) arising from the Contractor’s continuing obligations under the Contract, including but not limited 
to indemnity and warranty obligations, or (5) arising under the City’s right to audit; and  

ii. a waiver of all claims by the Contractor against the City other than those previously asserted in writing 
and not yet settled. 

 
16. SPECIAL TOOLS & TEST EQUIPMENT: If the price stated on the Offer includes the cost of any special tooling or 

special test equipment fabricated or required by the Contractor for the purpose of filling this order, such special tooling 
equipment and any process sheets related thereto shall become the property of the City and shall be identified by the 
Contractor as such. 

 
17. AUDITS and RECORDS: 
 

A. The Contractor agrees that the representatives of the Office of the City Auditor or other authorized 
representatives of the City shall have access to, and the right to audit, examine, or reproduce, any and all 
records of the Contractor related to the performance under this Contract. The Contractor shall retain all such 
records for a period of three (3) years after final payment on this Contract or until all audit and litigation matters 
that the City has brought to the attention of the Contractor are resolved, whichever is longer. The Contractor 
agrees to refund to the City any overpayments disclosed by any such audit. 

 
B. Records Retention: 

 
i. Contractor is subject to City Code chapter 2-11 (Records Management), and as it may subsequently 

be amended. For purposes of this subsection, a Record means all books, accounts, reports, files, and 
other data recorded or created by a Contractor in fulfillment of the Contract whether in digital or physical 
format, except a record specifically relating to the Contractor’s internal administration.  
 

ii. All Records are the property of the City. The Contractor may not dispose of or destroy a Record without 
City authorization and shall deliver the Records, in all requested formats and media, along with all 
finding aids and metadata, to the City at no cost when requested by the City 

 
iii. The Contractor shall retain all Records for a period of three (3) years after final payment on this Contract 

or until all audit and litigation matters that the City has brought to the attention of the Contractor are 
resolved, whichever is longer. 

 
C. The Contractor shall include sections A and B above in all subcontractor agreements entered into in connection 

with this Contract. 
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18. SUBCONTRACTORS: 
 

A. If the Contractor identified Subcontractors in an MBE/WBE Program Compliance Plan or a No Goals Utilization 
Plan the Contractor shall comply with the provisions of Chapters 2-9A, 2-9B, 2-9C, and 2-9D, as applicable, of 
the Austin City Code and the terms of the Compliance Plan or Utilization Plan as approved by the City (the 
“Plan”). The Contractor shall not initially employ any Subcontractor except as provided in the Contractor’s Plan. 
The Contractor shall not substitute any Subcontractor identified in the Plan, unless the substitute has been 
accepted by the City in writing in accordance with the provisions of Chapters 2-9A, 2-9B, 2-9C and 2-9D, as 
applicable. No acceptance by the City of any Subcontractor shall constitute a waiver of any rights or remedies 
of the City with respect to defective Deliverables provided by a Subcontractor. If a Plan has been approved, the 
Contractor is additionally required to submit a monthly Subcontract Awards and Expenditures Report to the 
Contract Manager and the Purchasing Office Contract Compliance Manager no later than the tenth calendar 
day of each month. 

 
B. Work performed for the Contractor by a Subcontractor shall be pursuant to a written contract between the 

Contractor and Subcontractor. The terms of the subcontract may not conflict with the terms of the Contract, and 
shall contain provisions that: 

 
i. require that all Deliverables to be provided by the Subcontractor be provided in strict accordance with the 

provisions, specifications and terms of the Contract; 
ii. prohibit the Subcontractor from further subcontracting any portion of the Contract without the prior written 

consent of the City and the Contractor. The City may require, as a condition to such further 
subcontracting, that the Subcontractor post a payment bond in form, substance and amount acceptable 
to the City;  

iii. require Subcontractors to submit all invoices and applications for payments, including any claims for 
additional payments, damages or otherwise, to the Contractor in sufficient time to enable the Contractor 
to include same with its invoice or application for payment to the City in accordance with the terms of the 
Contract; 

iv. require that all Subcontractors obtain and maintain, throughout the term of their contract, insurance in the 
type and amounts specified for the Contractor, with the City being a named insured as its interest shall 
appear; and 

v. require that the Subcontractor indemnify and hold the City harmless to the same extent as the Contractor 
is required to indemnify the City. 

 
C. The Contractor shall be fully responsible to the City for all acts and omissions of the Subcontractors just as the 

Contractor is responsible for the Contractor's own acts and omissions. Nothing in the Contract shall create for 
the benefit of any such Subcontractor any contractual relationship between the City and any such 
Subcontractor, nor shall it create any obligation on the part of the City to pay or to see to the payment of any 
moneys due any such Subcontractor except as may otherwise be required by law. 

 
D. The Contractor shall pay each Subcontractor its appropriate share of payments made to the Contractor not later 

than ten (10) calendar days after receipt of payment from the City. 
 
19. WARRANTY-PRICE: 
 

A. The Contractor warrants the prices quoted in the Offer are no higher than the Contractor's current prices on 
orders by others for like Deliverables under similar terms of purchase. 

 
B. The Contractor certifies that the prices in the Offer have been arrived at independently without consultation, 

communication, or agreement for the purpose of restricting competition, as to any matter relating to such fees 
with any other firm or with any competitor. 

 
C. In addition to any other remedy available, the City may deduct from any amounts owed to the Contractor, or 

otherwise recover, any amounts paid for items in excess of the Contractor's current prices on orders by others 
for like Deliverables under similar terms of purchase. 
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20. WARRANTY – TITLE: The Contractor warrants that it has good and indefeasible title to all Deliverables furnished 
under the Contract, and that the Deliverables are free and clear of all liens, claims, security interests and 
encumbrances. The Contractor shall indemnify and hold the City harmless from and against all adverse title claims 
to the Deliverables. 

 
21. WARRANTY – DELIVERABLES: The Contractor warrants and represents that all Deliverables sold the City under 

the Contract shall be free from defects in design, workmanship or manufacture, and conform in all material respects 
to the specifications, drawings, and descriptions in the Solicitation, to any samples furnished by the Contractor, to the 
terms, covenants and conditions of the Contract, and to all applicable State, Federal or local laws, rules, and 
regulations, and industry codes and standards. Unless otherwise stated in the Solicitation, the Deliverables shall be 
new or recycled merchandise, and not used or reconditioned. 

 
A. Recycled Deliverables shall be clearly identified as such. 
 
B. The Contractor may not limit, exclude or disclaim the foregoing warranty or any warranty implied by law; and 

any attempt to do so shall be without force or effect. 
 
C. Unless otherwise specified in the Contract, the warranty period shall be at least one year from the date of 

acceptance of the Deliverables or from the date of acceptance of any replacement Deliverables. If during the 
warranty period, one or more of the above warranties are breached, the Contractor shall promptly upon receipt 
of demand either repair the non-conforming Deliverables, or replace the non-conforming Deliverables with fully 
conforming Deliverables, at the City’s option and at no additional cost to the City. All costs incidental to such 
repair or replacement, including but not limited to, any packaging and shipping costs, shall be borne exclusively 
by the Contractor. The City shall endeavor to give the Contractor written notice of the breach of warranty within 
thirty (30) calendar days of discovery of the breach of warranty, but failure to give timely notice shall not impair 
the City’s rights under this section. 

 
D. If the Contractor is unable or unwilling to repair or replace defective or non-conforming Deliverables as required 

by the City, then in addition to any other available remedy, the City may reduce the quantity of Deliverables it 
may be required to purchase under the Contract from the Contractor, and purchase conforming Deliverables 
from other sources. In such event, the Contractor shall pay to the City upon demand the increased cost, if any, 
incurred by the City to procure such Deliverables from another source. 

 
E. If the Contractor is not the manufacturer, and the Deliverables are covered by a separate manufacturer’s 

warranty, the Contractor shall transfer and assign such manufacturer’s warranty to the City. If for any reason 
the manufacturer’s warranty cannot be fully transferred to the City, the Contractor shall assist and cooperate 
with the City to the fullest extent to enforce such manufacturer’s warranty for the benefit of the City. 

 
22. WARRANTY – SERVICES: The Contractor warrants and represents that all services to be provided the City under 

the Contract will be fully and timely performed in a good and workmanlike manner in accordance with generally 
accepted industry standards and practices, the terms, conditions, and covenants of the Contract, and all applicable 
Federal, State and local laws, rules or regulations. 

 
A. The Contractor may not limit, exclude or disclaim the foregoing warranty or any warranty implied by law, and any 

attempt to do so shall be without force or effect. 
 
B. Unless otherwise specified in the Contract, the warranty period shall be at least one year from the Acceptance 

Date. If during the warranty period, one or more of the above warranties are breached, the Contractor shall 
promptly upon receipt of demand perform the services again in accordance with above standard at no additional 
cost to the City. All costs incidental to such additional performance shall be borne by the Contractor. The City 
shall endeavor to give the Contractor written notice of the breach of warranty within thirty (30) calendar days of 
discovery of the breach warranty, but failure to give timely notice shall not impair the City’s rights under this 
section. 

 
C. If the Contractor is unable or unwilling to perform its services in accordance with the above standard as required 

by the City, then in addition to any other available remedy, the City may reduce the amount of services it may be 
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required to purchase under the Contract from the Contractor, and purchase conforming services from other 
sources. In such event, the Contractor shall pay to the City upon demand the increased cost, if any, incurred by 
the City to procure such services from another source. 

 
23. ACCEPTANCE OF INCOMPLETE OR NON-CONFORMING DELIVERABLES: If, instead of requiring immediate 

correction or removal and replacement of defective or non-conforming Deliverables, the City prefers to accept it, the 
City may do so. The Contractor shall pay all claims, costs, losses and damages attributable to the City’s evaluation 
of and determination to accept such defective or non-conforming Deliverables. If any such acceptance occurs prior 
to final payment, the City may deduct such amounts as are necessary to compensate the City for the diminished value 
of the defective or non-conforming Deliverables. If the acceptance occurs after final payment, such amount will be 
refunded to the City by the Contractor. 

 
24. RIGHT TO ASSURANCE: Whenever one party to the Contract in good faith has reason to question the other party’s 

intent to perform, demand may be made to the other party for written assurance of the intent to perform. In the event 
that no assurance is given within the time specified after demand is made, the demanding party may treat this failure 
as an anticipatory repudiation of the Contract. 

 
25. STOP WORK NOTICE: The City may issue an immediate Stop Work Notice in the event the Contractor is observed 

performing in a manner that is in violation of Federal, State, or local guidelines, or in a manner that is determined by 
the City to be unsafe to either life or property. Upon notification, the Contractor will cease all work until notified by the 
City that the violation or unsafe condition has been corrected. The Contractor shall be liable for all costs incurred by 
the City as a result of the issuance of such Stop Work Notice. 

 
26. DEFAULT: The Contractor shall be in default under the Contract if the Contractor (a) fails to fully, timely and faithfully 

perform any of its material obligations under the Contract, (b) fails to provide adequate assurance of performance 
under Paragraph 24, (c) becomes insolvent or seeks relief under the bankruptcy laws of the United States or (d) 
makes a material misrepresentation in Contractor’s Offer, or in any report or deliverable required to be submitted by 
the Contractor to the City. 

 
27. TERMINATION FOR CAUSE:. In the event of a default by the Contractor, the City shall have the right to terminate 

the Contract for cause, by written notice effective ten (10) calendar days, unless otherwise specified, after the date of 
such notice, unless the Contractor, within such ten (10) day period, cures such default, or provides evidence sufficient 
to prove to the City’s reasonable satisfaction that such default does not, in fact, exist. The City may place Contractor 
on probation for a specified period of time within which the Contractor must correct any non-compliance issues. 
Probation shall not normally be for a period of more than nine (9) months, however, it may be for a longer period, not 
to exceed one (1) year depending on the circumstances. If the City determines the Contractor has failed to perform 
satisfactorily during the probation period, the City may proceed with suspension. In the event of a default by the 
Contractor, the City may suspend or debar the Contractor in accordance with the “City of Austin Purchasing Office 
Probation, Suspension and Debarment Rules for Vendors” and remove the Contractor from the City’s vendor list for 
up to five (5) years and any Offer submitted by the Contractor may be disqualified for up to five (5) years. In addition 
to any other remedy available under law or in equity, the City shall be entitled to recover all actual damages, costs, 
losses and expenses, incurred by the City as a result of the Contractor’s default, including, without limitation, cost of 
cover, reasonable attorneys’ fees, court costs, and prejudgment and post-judgment interest at the maximum lawful 
rate. All rights and remedies under the Contract are cumulative and are not exclusive of any other right or remedy 
provided by law. 

 
28. TERMINATION WITHOUT CAUSE: The City shall have the right to terminate the Contract, in whole or in part, without 

cause any time upon thirty (30) calendar days’ prior written notice. Upon receipt of a notice of termination, the 
Contractor shall promptly cease all further work pursuant to the Contract, with such exceptions, if any, specified in the 
notice of termination. The City shall pay the Contractor, to the extent of funds Appropriated or otherwise legally 
available for such purposes, for all goods delivered and services performed and obligations incurred prior to the date 
of termination in accordance with the terms hereof. 

 
29. FRAUD: Fraudulent statements by the Contractor on any Offer or in any report or deliverable required to be submitted 

by the Contractor to the City shall be grounds for the termination of the Contract for cause by the City and may result 
in legal action. 
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30. DELAYS:  

 
A. The City may delay scheduled delivery or other due dates by written notice to the Contractor if the City deems 

it is in its best interest. If such delay causes an increase in the cost of the work under the Contract, the City and 
the Contractor shall negotiate an equitable adjustment for costs incurred by the Contractor in the Contract price 
and execute an amendment to the Contract.  The Contractor must assert its right to an adjustment within thirty 
(30) calendar days from the date of receipt of the notice of delay. Failure to agree on any adjusted price shall 
be handled under the Dispute Resolution process specified in paragraph 48. However, nothing in this provision 
shall excuse the Contractor from delaying the delivery as notified. 

 
B. Neither party shall be liable for any default or delay in the performance of its obligations under this Contract if, 

while and to the extent such default or delay is caused by acts of God, fire, riots, civil commotion, labor 
disruptions, sabotage, sovereign conduct, or any other cause beyond the reasonable control of such Party. In 
the event of default or delay in contract performance due to any of the foregoing causes, then the time for 
completion of the services will be extended; provided, however, in such an event, a conference will be held 
within three (3) business days to establish a mutually agreeable period of time reasonably necessary to 
overcome the effect of such failure to perform. 

 
31. INDEMNITY: 
 

A. Definitions: 
 

i. "Indemnified Claims" shall include any and all claims, demands, suits, causes of action, judgments and 
liability of every character, type or description, including all reasonable costs and expenses of litigation, 
mediation or other alternate dispute resolution mechanism, including attorney and other professional fees 
for: 
(1) damage to or loss of the property of any person (including, but not limited to the City, the Contractor, 

their respective agents, officers, employees and subcontractors; the officers, agents, and 
employees of such subcontractors; and third parties); and/or  

(2) death, bodily injury, illness, disease, worker's compensation, loss of services, or loss of income or 
wages to any person (including but not limited to the agents, officers and employees of the City, 
the Contractor, the Contractor’s subcontractors, and third parties),  

ii. "Fault" shall include the sale of defective or non-conforming Deliverables, negligence, willful misconduct, 
or a breach of any legally imposed strict liability standard. 

 
B. THE CONTRACTOR SHALL DEFEND (AT THE OPTION OF THE CITY), INDEMNIFY, AND HOLD THE CITY, ITS SUCCESSORS, 

ASSIGNS, OFFICERS, EMPLOYEES AND ELECTED OFFICIALS HARMLESS FROM AND AGAINST ALL INDEMNIFIED CLAIMS 

DIRECTLY ARISING OUT OF, INCIDENT TO, CONCERNING OR RESULTING FROM THE FAULT OF THE CONTRACTOR, OR THE 

CONTRACTOR'S AGENTS, EMPLOYEES OR SUBCONTRACTORS, IN THE PERFORMANCE OF THE CONTRACTOR’S 

OBLIGATIONS UNDER THE CONTRACT.  NOTHING HEREIN SHALL BE DEEMED TO LIMIT THE RIGHTS OF THE CITY OR THE 

CONTRACTOR (INCLUDING, BUT NOT LIMITED TO, THE RIGHT TO SEEK CONTRIBUTION) AGAINST ANY THIRD PARTY WHO 

MAY BE LIABLE FOR AN INDEMNIFIED CLAIM. 
 
32. INSURANCE: (reference Section 0400 for specific coverage requirements). The following insurance requirement 

applies.  (Revised March 2013). 
 

A. General Requirements. 
 

i. The Contractor shall at a minimum carry insurance in the types and amounts indicated in Section 
0400, Supplemental Purchase Provisions, for the duration of the Contract, including extension 
options and hold over periods, and during any warranty period. 

 
ii. The Contractor shall provide Certificates of Insurance with the coverages and endorsements 

required in Section 0400, Supplemental Purchase Provisions, to the City as verification of coverage 
prior to contract execution and within fourteen (14) calendar days after written request from the 
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City.  Failure to provide the required Certificate of Insurance may subject the Offer to disqualification 
from consideration for award. The Contractor must also forward a Certificate of Insurance to the 
City whenever a previously identified policy period has expired, or an extension option or hold over 
period is exercised, as verification of continuing coverage. 

 
iii. The Contractor shall not commence work until the required insurance is obtained and until such 

insurance has been reviewed by the City. Approval of insurance by the City shall not relieve or 
decrease the liability of the Contractor hereunder and shall not be construed to be a limitation of 
liability on the part of the Contractor. 

 
iv. The City may request that the Contractor submit certificates of insurance to the City for all 

subcontractors prior to the subcontractors commencing work on the project. 
 
v. The Contractor’s and all subcontractors’ insurance coverage shall be written by companies licensed 

to do business in the State of Texas at the time the policies are issued and shall be written by 
companies with A.M. Best ratings of B+VII or better. 

 
vi. The “other” insurance clause shall not apply to the City where the City is an additional insured 

shown on any policy. It is intended that policies required in the Contract, covering both the City and 
the Contractor, shall be considered primary coverage as applicable. 

 
vii. If insurance policies are not written for amounts specified in Section 0400, Supplemental Purchase 

Provisions, the Contractor shall carry Umbrella or Excess Liability Insurance for any differences in 
amounts specified. If Excess Liability Insurance is provided, it shall follow the form of the primary 
coverage. 

 
viii. The City shall be entitled, upon request, at an agreed upon location, and without expense, to review 

certified copies of policies and endorsements thereto and may make any reasonable requests for 
deletion or revision or modification of particular policy terms, conditions, limitations, or exclusions 
except where policy provisions are established by law or regulations binding upon either of the 
parties hereto or the underwriter on any such policies. 

 
ix. The City reserves the right to review the insurance requirements set forth during the effective period 

of the Contract and to make reasonable adjustments to insurance coverage, limits, and exclusions 
when deemed necessary and prudent by the City based upon changes in statutory law, court 
decisions, the claims history of the industry or financial condition of the insurance company as well 
as the Contractor. 

 
x. The Contractor shall not cause any insurance to be canceled nor permit any insurance to lapse 

during the term of the Contract or as required in the Contract. 
 
xi. The Contractor shall be responsible for premiums, deductibles and self-insured retentions, if any, 

stated in policies. Self-insured retentions shall be disclosed on the Certificate of Insurance. 
 
xii. The Contractor shall provide the City thirty (30) calendar days’ written notice of erosion of the 

aggregate limits below occurrence limits for all applicable coverages indicated within the Contract. 
 
xiii. The insurance coverages specified in Section 0400, Supplemental Purchase Provisions, are 

required minimums and are not intended to limit the responsibility or liability of the Contractor. 
 

B. Specific Coverage Requirements:  Specific insurance requirements are contained in Section 0400, 
Supplemental Purchase Provisions 

 
33. CLAIMS: If any claim, demand, suit, or other action is asserted against the Contractor which arises under or concerns 

the Contract, or which could have a material adverse affect on the Contractor’s ability to perform thereunder, the 
Contractor shall give written notice thereof to the City within ten (10) calendar days after receipt of notice by the 
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Contractor. Such notice to the City shall state the date of notification of any such claim, demand, suit, or other action; 
the names and addresses of the claimant(s); the basis thereof; and the name of each person against whom such 
claim is being asserted. Such notice shall be delivered personally or by mail and shall be sent to the City and to the 
Austin City Attorney. Personal delivery to the City Attorney shall be to City Hall, 301 West 2nd Street, 4th Floor, Austin, 
Texas 78701, and mail delivery shall be to P.O. Box 1088, Austin, Texas 78767. 

 
34. NOTICES: Unless otherwise specified, all notices, requests, or other communications required or appropriate to be 

given under the Contract shall be in writing and shall be deemed delivered three (3) business days after postmarked 
if sent by U.S. Postal Service Certified or Registered Mail, Return Receipt Requested. Notices delivered by other 
means shall be deemed delivered upon receipt by the addressee. Routine communications may be made by first 
class mail, telefax, or other commercially accepted means. Notices to the Contractor shall be sent to the address 
specified in the Contractor’s Offer, or at such other address as a party may notify the other in writing. Notices to the 
City shall be addressed to the City at P.O. Box 1088, Austin, Texas 78767 and marked to the attention of the Contract 
Administrator. 

 
35. RIGHTS TO BID, PROPOSAL AND CONTRACTUAL MATERIAL: All material submitted by the Contractor to the 

City shall become property of the City upon receipt. Any portions of such material claimed by the Contractor to be 
proprietary must be clearly marked as such. Determination of the public nature of the material is subject to the Texas 
Public Information Act, Chapter 552, Texas Government Code. 

 
36. NO WARRANTY BY CITY AGAINST INFRINGEMENTS: The Contractor represents and warrants to the City that: (i) 

the Contractor shall provide the City good and indefeasible title to the Deliverables and (ii) the Deliverables supplied 
by the Contractor in accordance with the specifications in the Contract will not infringe, directly or contributorily, any 
patent, trademark, copyright, trade secret, or any other intellectual property right of any kind of any third party; that 
no claims have been made by any person or entity with respect to the ownership or operation of the Deliverables and 
the Contractor does not know of any valid basis for any such claims. The Contractor shall, at its sole expense, defend, 
indemnify, and hold the City harmless from and against all liability, damages, and costs (including court costs and 
reasonable fees of attorneys and other professionals) arising out of or resulting from: (i) any claim that the City’s 
exercise anywhere in the world of the rights associated with the City’s’ ownership, and if applicable, license rights, 
and its use of the Deliverables infringes the intellectual property rights of any third party; or (ii) the Contractor’s breach 
of any of Contractor’s representations or warranties stated in this Contract.  In the event of any such claim, the City 
shall have the right to monitor such claim or at its option engage its own separate counsel to act as co-counsel on the 
City’s behalf. Further, Contractor agrees that the City’s specifications regarding the Deliverables shall in no way 
diminish Contractor’s warranties or obligations under this paragraph and the City makes no warranty that the 
production, development, or delivery of such Deliverables will not impact such warranties of Contractor. 

 
37. CONFIDENTIALITY: In order to provide the Deliverables to the City, Contractor may require access to certain of the 

City’s and/or its licensors’ confidential information (including inventions, employee information, trade secrets, 
confidential know-how, confidential business information, and other information which the City or its licensors consider 
confidential) (collectively, “Confidential Information”). Contractor acknowledges and agrees that the Confidential 
Information is the valuable property of the City and/or its licensors and any unauthorized use, disclosure, 
dissemination, or other release of the Confidential Information will substantially injure the City and/or its licensors. 
The Contractor (including its employees, subcontractors, agents, or representatives) agrees that it will maintain the 
Confidential Information in strict confidence and shall not disclose, disseminate, copy, divulge, recreate, or otherwise 
use the Confidential Information without the prior written consent of the City or in a manner not expressly permitted 
under this Agreement, unless the Confidential Information is required to be disclosed by law or an order of any court 
or other governmental authority with proper jurisdiction, provided the Contractor promptly notifies the City before 
disclosing such information so as to permit the City reasonable time to seek an appropriate protective order. The 
Contractor agrees to use protective measures no less stringent than the Contractor uses within its own business to 
protect its own most valuable information, which protective measures shall under all circumstances be at least 
reasonable measures to ensure the continued confidentiality of the Confidential Information. 

 
38. PUBLICATIONS: All published material and written reports submitted under the Contract must be originally developed 

material unless otherwise specifically provided in the Contract. When material not originally developed is included in 
a report in any form, the source shall be identified. 
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39. ADVERTISING: The Contractor shall not advertise or publish, without the City’s prior consent, the fact that the City 
has entered into the Contract, except to the extent required by law.   

 
40. NO CONTINGENT FEES: The Contractor warrants that no person or selling agency has been employed or retained 

to solicit or secure the Contract upon any agreement or understanding for commission, percentage, brokerage, or 
contingent fee, excepting bona fide employees of bona fide established commercial or selling agencies maintained 
by the Contractor for the purpose of securing business. For breach or violation of this warranty, the City shall have 
the right, in addition to any other remedy available, to cancel the Contract without liability and to deduct from any 
amounts owed to the Contractor, or otherwise recover, the full amount of such commission, percentage, brokerage 
or contingent fee. 

 
41. GRATUITIES: The City may, by written notice to the Contractor, cancel the Contract without liability if it is determined 

by the City that gratuities were offered or given by the Contractor or any agent or representative of the Contractor to 
any officer or employee of the City of Austin with a view toward securing the Contract or securing favorable treatment 
with respect to the awarding or amending or the making of any determinations with respect to the performing of such 
contract.  In the event the Contract is canceled by the City pursuant to this provision, the City shall be entitled, in 
addition to any other rights and remedies, to recover or withhold the amount of the cost incurred by the Contractor in 
providing such gratuities. 

 
42. PROHIBITION AGAINST PERSONAL INTEREST IN CONTRACTS: No officer, employee, independent consultant, 

or elected official of the City who is involved in the development, evaluation, or decision-making process of the 
performance of any solicitation shall have a financial interest, direct or indirect, in the Contract resulting from that 
solicitation. Any willful violation of this section shall constitute impropriety in office, and any officer or employee guilty 
thereof shall be subject to disciplinary action up to and including dismissal. Any violation of this provision, with the 
knowledge, expressed or implied, of the Contractor shall render the Contract voidable by the City. 

 
43. INDEPENDENT CONTRACTOR: The Contract shall not be construed as creating an employer/employee 

relationship, a partnership, or a joint venture. The Contractor’s services shall be those of an independent contractor. 
The Contractor agrees and understands that the Contract does not grant any rights or privileges established for 
employees of the City. 

 
44. ASSIGNMENT-DELEGATION: The Contract shall be binding upon and enure to the benefit of the City and the 

Contractor and their respective successors and assigns, provided however, that no right or interest in the Contract 
shall be assigned and no obligation shall be delegated by the Contractor without the prior written consent of the City. 
Any attempted assignment or delegation by the Contractor shall be void unless made in conformity with this 
paragraph. The Contract is not intended to confer rights or benefits on any person, firm or entity not a party hereto; it 
being the intention of the parties that there be no third party beneficiaries to the Contract.  

 
45. WAIVER: No claim or right arising out of a breach of the Contract can be discharged in whole or in part by a waiver 

or renunciation of the claim or right unless the waiver or renunciation is supported by consideration and is in writing 
signed by the aggrieved party. No waiver by either the Contractor or the City of any one or more events of default by 
the other party shall operate as, or be construed to be, a permanent waiver of any rights or obligations under the 
Contract, or an express or implied acceptance of any other existing or future default or defaults, whether of a similar 
or different character. 

 
46. MODIFICATIONS: The Contract can be modified or amended only by a writing signed by both parties. No pre-printed 

or similar terms on any the Contractor invoice, order or other document shall have any force or effect to change the 
terms, covenants, and conditions of the Contract. 

 
47. INTERPRETATION: The Contract is intended by the parties as a final, complete and exclusive statement of the terms 

of their agreement.  No course of prior dealing between the parties or course of performance or usage of the trade 
shall be relevant to supplement or explain any term used in the Contract. Although the Contract may have been 
substantially drafted by one party, it is the intent of the parties that all provisions be construed in a manner to be fair 
to both parties, reading no provisions more strictly against one party or the other. Whenever a term defined by the 
Uniform Commercial Code, as enacted by the State of Texas, is used in the Contract, the UCC definition shall control, 
unless otherwise defined in the Contract. 
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48. DISPUTE RESOLUTION: 
 

A. If a dispute arises out of or relates to the Contract, or the breach thereof, the parties agree to negotiate prior to 
prosecuting a suit for damages. However, this section does not prohibit the filing of a lawsuit to toll the running 
of a statute of limitations or to seek injunctive relief. Either party may make a written request for a meeting 
between representatives of each party within fourteen (14) calendar days after receipt of the request or such 
later period as agreed by the parties. Each party shall include, at a minimum, one (1) senior level individual with 
decision-making authority regarding the dispute. The purpose of this and any subsequent meeting is to attempt 
in good faith to negotiate a resolution of the dispute. If, within thirty (30) calendar days after such meeting, the 
parties have not succeeded in negotiating a resolution of the dispute, they will proceed directly to mediation as 
described below. Negotiation may be waived by a written agreement signed by both parties, in which event the 
parties may proceed directly to mediation as described below. 

 
B. If the efforts to resolve the dispute through negotiation fail, or the parties waive the negotiation process, the 

parties may select, within thirty (30) calendar days, a mediator trained in mediation skills to assist with resolution 
of the dispute. Should they choose this option, the City and the Contractor agree to act in good faith in the 
selection of the mediator and to give consideration to qualified individuals nominated to act as mediator. Nothing 
in the Contract prevents the parties from relying on the skills of a person who is trained in the subject matter of 
the dispute or a contract interpretation expert. If the parties fail to agree on a mediator within thirty (30) calendar 
days of initiation of the mediation process, the mediator shall be selected by the Travis County Dispute 
Resolution Center (DRC). The parties agree to participate in mediation in good faith for up to thirty (30) calendar 
days from the date of the first mediation session. The City and the Contractor will share the mediator’s fees 
equally and the parties will bear their own costs of participation such as fees for any consultants or attorneys 
they may utilize to represent them or otherwise assist them in the mediation.   

 
49. JURISDICTION AND VENUE: The Contract is made under and shall be governed by the laws of the State of Texas, 

including, when applicable, the Uniform Commercial Code as adopted in Texas, V.T.C.A., Bus. & Comm. Code, 
Chapter 1, excluding any rule or principle that would refer to and apply the substantive law of another state or 
jurisdiction. All issues arising from this Contract shall be resolved in the courts of Travis County, Texas and the parties 
agree to submit to the exclusive personal jurisdiction of such courts. The foregoing, however, shall not be construed 
or interpreted to limit or restrict the right or ability of the City to seek and secure injunctive relief from any competent 
authority as contemplated herein. 

 
50. INVALIDITY: The invalidity, illegality, or unenforceability of any provision of the Contract shall in no way affect the 

validity or enforceability of any other portion or provision of the Contract. Any void provision shall be deemed severed 
from the Contract and the balance of the Contract shall be construed and enforced as if the Contract did not contain 
the particular portion or provision held to be void. The parties further agree to reform the Contract to replace any 
stricken provision with a valid provision that comes as close as possible to the intent of the stricken provision. The 
provisions of this section shall not prevent this entire Contract from being void should a provision which is the essence 
of the Contract be determined to be void. 

 
51. HOLIDAYS:  The following holidays are observed by the City: 

 

Holiday Date Observed 

New Year’s Day January 1 

Martin Luther King, Jr.’s Birthday Third Monday in January 

President’s Day Third Monday in February 

Memorial Day Last Monday in May 

Independence Day July 4 

Labor Day First Monday in September 

Veteran’s Day November 11 
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Thanksgiving Day Fourth Thursday in November 

Friday after Thanksgiving Friday after Thanksgiving 

Christmas Eve December 24 

Christmas Day December 25 

 
If a Legal Holiday falls on Saturday, it will be observed on the preceding Friday. If a Legal Holiday falls on Sunday, it 
will be observed on the following Monday. 

 
52. SURVIVABILITY OF OBLIGATIONS: All provisions of the Contract that impose continuing obligations on the parties, 

including but not limited to the warranty, indemnity, and confidentiality obligations of the parties, shall survive the 
expiration or termination of the Contract. 

 
53. NON-SUSPENSION OR DEBARMENT CERTIFICATION:  
 

The City of Austin is prohibited from contracting with or making prime or sub-awards to parties that are suspended or 
debarred or whose principals are suspended or debarred from Federal, State, or City of Austin Contracts. By accepting 
a Contract with the City, the Vendor certifies that its firm and its principals are not currently suspended or debarred 
from doing business with the Federal Government, as indicated by the General Services Administration List of Parties 
Excluded from Federal Procurement and Non-Procurement Programs, the State of Texas, or the City of Austin. 
 

54. EQUAL OPPORTUNITY 
 
 

A.    Equal Employment Opportunity: No Contractor, or Contractor’s agent, shall engage in any discriminatory 
employment practice as defined in Chapter 5-4 of the City Code. No Offer submitted to the City shall be 
considered, nor any Purchase Order issued, or any Contract awarded by the City unless the Offeror has 
executed and filed with the City Purchasing Office a current Non-Discrimination Certification. Non-
compliance with Chapter 5-4 of the City Code may result in sanctions, including termination of the contract 
and the Contractor’s suspension or debarment from participation on future City contracts until deemed 
compliant with Chapter 5-4. 

 
B. Americans with Disabilities Act (ADA) Compliance: No Contractor, or Contractor’s agent, shall engage 

in any discriminatory practice against individuals with disabilities as defined in the ADA, including but not 
limited to: employment, accessibility to goods and services, reasonable accommodations, and effective 
communications. 

 
 

55. BUY AMERICAN ACT-SUPPLIES (Applicable to certain Federally funded requirements) 
 

A. Definitions. As used in this paragraph – 
 
i. "Component" means an article, material, or supply incorporated directly into an end product.  
 
ii. "Cost of components" means - 

 
(1)  For components purchased by the Contractor, the acquisition cost, including transportation costs 

to the place of incorporation into the end product (whether or not such costs are paid to a domestic 
firm), and any applicable duty (whether or not a duty-free entry certificate is issued); or  

 
(2) For components manufactured by the Contractor, all costs associated with the manufacture of the 

component, including transportation costs as described in paragraph (1) of this definition, plus 
allocable overhead costs, but excluding profit. Cost of components does not include any costs 
associated with the manufacture of the end product.  
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iii. "Domestic end product" means-  
 

(1)  An unmanufactured end product mined or produced in the United States; or  
 
(2) An end product manufactured in the United States, if the cost of its components mined, produced, 

or manufactured in the United States exceeds 50 percent of the cost of all its components. 
Components of foreign origin of the same class or kind as those that the agency determines are 
not mined, produced, or manufactured in sufficient and reasonably available commercial quantities 
of a satisfactory quality are treated as domestic. Scrap generated, collected, and prepared for 
processing in the United States is considered domestic.  

 
iv. "End product" means those articles, materials, and supplies to be acquired under the contract for public 

use.  
 
v. "Foreign end product" means an end product other than a domestic end product.  

 
vi. "United States" means the 50 States, the District of Columbia, and outlying areas.  

 
B. The Buy American Act (41 U.S.C. 10a - 10d) provides a preference for domestic end products for supplies 

acquired for use in the United States. 
  
C. The City does not maintain a list of foreign articles that will be treated as domestic for this Contract; but will 

consider for approval foreign articles as domestic for this product if the articles are on a list approved by another 
Governmental Agency. The Offeror shall submit documentation with their Offer demonstrating that the article is 
on an approved Governmental list.   

 
D. The Contractor shall deliver only domestic end products except to the extent that it specified delivery of foreign 

end products in the provision of the Solicitation entitled "Buy American Act Certificate". 
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The following Supplemental Purchasing Provisions apply to this solicitation: 
 

1. EXPLANATIONS OR CLARIFICATIONS: (reference paragraph 5 in Section 0200) 
 

All requests for explanations or clarifications must be submitted in writing to the Purchasing Office by email 
to erin.dvincent@austintexas.gov at least seven (7) calendar days before the solicitation due date.  
 

2. INSURANCE: Insurance is required for this solicitation. 
 
Offeror shall have, and shall require all Subgrantees/subcontractors (if applicable) of every tier 
providing services to have, Standard Insurance meeting the General Requirements as set forth below and 
sufficient to cover the needs of Offeror and/or Subgrantee/subcontractors pursuant to applicable generally 
accepted business standards.  Supplemental Insurance Requirements or Alternate Insurance Options shall be 
imposed as follows: 

I. General Requirements  

The following requirements (A-J) apply to the Offeror and to Subgrantee(s)/subcontractor of 
every tier performing services or activities pursuant to the terms of this contract.  Offeror 
acknowledges and agrees to the following concerning insurance requirements applicable to Offeror 
and Offeror's Subgrantee/subcontractor(s): 

A. The minimum types and limits of insurance indicated below shall be maintained throughout the 
duration of the Contract. 

B. Insurance shall be written by companies licensed in the State of Texas with an A.M. Best rating of 
B+ VII or higher. 

C. Prior to commencing work under this Contract, the required insurance shall be in force as evidenced 
by a Certificate of Insurance issued by the writing agent or carrier.  A copy of the Certificate of 
Insurance shall be forwarded to the Austin Public Health Department upon request.  Execution of 
this Contract will not occur until such evidence of insurance has been provided and accepted by the 
City.  

D. Certificates of Insurance shall include the endorsements outlined below and shall be submitted to 
the Austin Public Health Department.  The Certificate(s) shall show all endorsements by number. 

E. Insurance required under this Contract which names City of Austin as Additional Insured shall be 
considered primary for all claims. 

F. Insurance limits shown below may be written as primary or structured using primary and excess or 
umbrella coverage that follows the form of the primary policy. 

G. City shall be entitled, upon its request and without expense, to receive certified copies of policies 
and endorsements. 

H. City reserves the right to review insurance requirements during any term of the Contract and to 
require that Offeror make reasonable adjustments when the scope of services has been expanded. 

I. Offeror shall not allow any insurance to be cancelled or lapse during any term of this Contract.  
Offeror shall not permit the minimum limits of coverage to erode or otherwise be reduced.  Offeror 
shall be responsible for all premiums, deductibles and self-insured retention.  All deductibles and 
self-insured retention shall be shown on the Certificates of Insurance. 

J.     Insurance coverages specified in this Contract are not intended and will not be interpreted to limit 
the responsibility or liability of the Offeror or Subgrantee/subcontractor(s). 

 
K. The City will accept endorsements providing equivalent coverage if the insurance carrier does not 

use the specific endorsements indicated below. 
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II.  Specific Requirements 

The following requirements (II.A - II.D, inclusive) apply to the Offeror and to Subgrantee/subcontractor(s) of 
every tier performing services or activities pursuant to the terms of this Contract.  Offeror acknowledges and 
agrees to the following concerning insurance requirements applicable to Offeror and Offeror's 
Subgrantee/subcontractor(s): 

 
A.  Workers' Compensation and Employers' Liability Insurance 

  1. Coverage shall be consistent with statutory benefits outlined in the Texas Workers' 
Compensation Act. 

     2.    Employers' Liability limits are 

    $100,000 bodily injury each accident 
     $100,000 bodily injury by disease 
     $500,000 policy limit 

    3. Policies under this Section shall apply to State of Texas and include the following endorsements 
in favor of City of Austin: 

    a.  Waiver of Subrogation (Form 420304) 
    b.  Thirty (30) day Notice of Cancellation (Form 420601) 
 
  B.  Commercial General Liability Insurance 

   1. Minimum limits: $500,000* combined single limit per occurrence for coverage A and B.  

   *Supplemental Insurance Requirement 
 If eldercare, childcare, or housing for clients is provided, the required limits shall be: 
 $1,000,000 per occurrence 
 

    2. The Policy shall contain or be endorsed as follows: 

    a.  Blanket Contractual liability for this Contract 
    b.  Products and Completed Operations 
    c.  Independent Contractor Coverage 

 3. The Policy shall also include the following endorsements or endorsements providing 
equivalent coverage in favor of City of Austin: 

    a.  Waiver of Subrogation (Form CG 2404) 
    b.  Thirty (30) day Notice of Cancellation (Form CG 0205) 
     c.  City of Austin named as Additional Insured (Form CG 2010) 
 
   4. If care of a child is provided outside the presence of a legal guardian or parent, the Offeror 

shall provide coverage for sexual abuse and molestation for a minimum limit of $500,000 per 
occurrence. The policy shall be endorsed to cover injury to a child while the child is in the 
care of the Offeror or Subgrantee/subcontractor. 

C. Business Automobile Liability Insurance 

  1. Minimum limits: $500,000 combined single limit per occurrence 

  a.  If any form of transportation for clients is provided, coverage for all owned, non-owned, 
and hired vehicles shall be maintained with a combined single limit of $1,000,000 per 
occurrence. 

   b.   If no transportation services of any type are provided, and use of a motor vehicle is 
strictly limited to travel to and from work or work sites, evidence of Personal Auto Policy 
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coverage with limits of:  $100,000/$300,000/$100,000 may be provided in lieu of Business 
Automobile Liability Insurance. 

 
 2. The Policy shall also include the following endorsements or endorsements providing 

equivalent coverage in favor of City of Austin: 

    a.  Waiver of Subrogation (Form CA 0444) 
    b.  Thirty (30) day Notice of Cancellation (Form CA 0244) 
     c.  City of Austin named as Additional Insured (Form CA 2048) 

 
D. Professional Liability Insurance 

Coverage shall be provided with a minimum limit of $500,000 per claim to cover negligent acts, errors, or 
omissions arising out of Professional Services under this Contract. 

 
E. Blanket Crime Policy Insurance 

A Blanket Crime Policy shall be required with limits equal to or greater than the sum of all Contract Funds 
allocated by the City. Acceptance of alternative limits shall be approved by Risk Management. 

 
F. Directors and Officers Insurance  

 
Directors and Officers Insurance with a minimum of not less than $1,000,000 per claim shall be in place 
for protection from claims arising out of negligent acts, errors or omissions for directors and officers while 
acting in their capacities as such.  If coverage is underwritten on a claims-made basis, the retroactive 
date shall be coincident with or prior to the date of the Contract and the certificate of insurance shall state 
that the coverage is claims made and the retroactive date.  The coverage shall be continuous for the 
duration of the Contract and for not less than twenty-four (24) months following the end of the Contract.  
Coverage, including renewals, shall have the same retroactive date as the original policy applicable to the 
Contract or evidence of prior acts or an extended reporting period acceptable to the City may be 
provided.  The Offeror shall, on at least an annual basis, provide the City with a certificate of insurance as 
evidence of such insurance. 

 
G. Property Insurance 

If the Contract provides funding for the purchase of property or equipment the Offeror shall provide 
evidence of all risk property insurance for a value equivalent to the replacement cost of the property or 
equipment.  

 
3. TERM OF CONTRACT: 

 
A. The Contract shall commence on April 1, 2019, unless otherwise amended, and shall remain in effect 

until September 30, 2021. The Contract may be extended beyond the initial term for up to two (2) 
additional twelve (12) month periods at the City’s sole option. If the City exercises any extension 
option, all terms, conditions, and provisions of the Contract shall remain in effect for that extension 
period, subject only to any economic price adjustment otherwise allowed under the Contract.  

 
B. Upon expiration of the initial term or any period of extension, the Contractor agrees to hold over 

under the terms and conditions of this Contract for such a period of time as is reasonably necessary 
for the City to re-solicit and/or complete the deliverables due under this Contract. Any hold over 
period will not exceed 120 calendar days unless mutually agreed on by both parties in writing. 
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C. Upon written notice to the Contractor from the City’s Purchasing Officer or his designee and 
acceptance of the Contractor, the term of this contract shall be extended on the same terms and 
conditions for an additional period as indicated in paragraph A above.  

 
4. INVOICES and PAYMENT: (reference paragraphs 12 and 13 in Section 0300) 
 

A. Invoices shall contain a unique invoice number and the information required in Section 0300, 
paragraph 12, entitled “Invoices.” Invoices received without all required information cannot be 
processed and will be returned to the vendor. 

 
Invoices shall be mailed or emailed to the below address: 

 
 City of Austin 

Department Austin Public Health 

Attn: Accounts Payable 

Address P.O. Box 1088 

City, State Zip 
Code 

Austin, TX 78767  

Email HHSDAPInvoices@austintexas.gov  

 
B. The Contractor agrees to accept payment by either credit card, check or Electronic Funds Transfer 

(EFT) for all goods and/or services provided under the Contract. The Contractor shall factor the cost 
of processing credit card payments into the Offer. There shall be no additional charges, surcharges, 
or penalties to the City for payments made by credit card. 

 
5. GRANTEE POLICIES AND PROCEDURES: 
 

Offeror/Grantee shall maintain written policies and procedures approved by its governing body and shall make 
copies of all policies and procedures available to the City upon request.  At a minimum, written policies shall 
exist in the following areas: Financial Management; Subcontracting and/or Procurement; Equal Employment 
Opportunity; Personnel and Personnel Grievance; Nepotism; Non-Discrimination of Clients; Client Grievance; 
Drug Free Workplace; the Americans with Disabilities Act; Conflict of Interest; Whistleblower; and Criminal 
Background Checks. 

 
6. CRIMINAL BACKGROUND CHECKS: 

 
Offeror/Grantee and Subgrantee(s) agree to perform a criminal background check on individuals providing 
direct client services in programs designed for children under 18 years of age, seniors 55 years of age and 
older, or persons with Intellectual and Developmental Disabilities (IDD).  Offeror/Grantee shall not assign or 
allow an individual to provide direct client service in programs designed for children under 18 years of age, 
seniors 55 years of age and older, or persons with IDD if the individual would be barred from contact under the 
applicable program rules established by Title 40 of the Texas Administrative Code. 

 
7. INTERLOCAL PURCHASING AGREEMENTS: (applicable to competitively procured goods/services 

contracts). 
 

A. The City has entered into Interlocal Purchasing Agreements with other governmental entities, 
pursuant to the Interlocal Cooperation Act, Chapter 791 of the Texas Government Code. The 
Contractor agrees to offer the same prices and terms and conditions to other eligible governmental 
agencies that have an interlocal agreement with the City.  
 

B. The City does not accept any responsibility or liability for the purchases by other governmental 
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agencies through an interlocal cooperative agreement.   
 

8. NON-COLLUSION, NON-CONFLICT OF INTEREST, AND ANTI-LOBBYING: 
 

Per §2-7-102-(A)(1), this solicitation is exempt from the Austin City Council adopted Ordinance No. 20180614-
056 replacing Chapter 2.7, Article 6 of the City Code relating to Anti-Lobbying and Procurement. 

 
9. CONTRACT MANAGER: The following person is designated as Contract Manager, and will act as the contact 

point between the City and the Contractor during the term of the Contract: 
 

Neil Hackett 

Neil.Hackett@austintexas.gov  

(512) 972-5026 
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Introduction 
 
The Austin Resource Center for the Homeless (ARCH), which opened in 2004, is a 28,000+ 
square foot facility designed to offer a variety of services for individuals experiencing 
homelessness with the goal of resolving individuals’ housing crises. The City of Austin owns the 
building and contracts with a nonprofit agency to provide emergency shelter services, connection 
to housing services, facility operations and facility management.  
 
On October 12, 2017, Austin City Council passed Resolution No. 20171012-015, directing the 
City Manager to conduct a stakeholder engagement process to redefine the scope of services at 
the ARCH, with a focus on operating within the intended built capacity.  The resolution also 
directs that the scope consider recommendations from the Bloomberg iTeam, the Ending 
Community Homelessness Coalition (ECHO)’s Action Plan, the National Alliance to End 
Homelessness, and other community partners and stakeholders.  Documents used to inform the 
following Scope of Work can be found on the Austin Public Health website at:  
http://www.austintexas.gov/health.   
 
1.0 Purpose 

 
The City of Austin (“City”) seeks to establish a grant agreement with a qualified nonprofit 
or governmental entity to provide emergency shelter services and connection to 
permanent housing services at the Austin Resource Center for the Homeless (ARCH) at 
500 E. 7th Street, Austin, Texas, 78701.  

 
2.0 Objective 

 
The ARCH operator shall provide program services, facility management and operations 
necessary to provide emergency shelter to adult men experiencing homelessness.  A 
variety of housing-focused services shall be delivered with the objective of resolving an 
individual’s housing crisis and connecting individuals experiencing homelessness to safe, 
stable housing. 

 
3.0 Funding and Timeline 

 
3.1 Approximately $3 million in local and federal funding is available annually to 

operate the ARCH.   
 
3.2 Housing programs such as rapid re-housing and permanent supportive housing 

are considered separate from this RFQS, and acknowledged as a necessary 
component of successfully transitioning individuals from emergency shelter to 
permanent housing.  Coordinated housing programs may be provided by the 
ARCH operator and/or through service coordination with other community 
partners. 

 
3.3 Offerors responding to this RFQS may respond on behalf of their own 

organization or may respond as the lead organization with formal subgrantees.  
Any grant agreement resulting from this RFQS will be executed between the City 
of Austin and the Offeror.    

 
4.0 Definitions 

 
4.1 “Case Management” is defined as services that help persons who are homeless 

move through crisis towards stability, including developing an individualized case 
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plan, assistance obtaining identification and required documentation, connecting 
clients to mainstream resources and housing resources. 
 

4.2 “Chronically Homeless” is defined federally by the United States Department of 
Housing and Urban Development (HUD) as  

 
(1) A homeless individual with a disability who:  
 Lives in a place not meant for human habitation, a safe haven, or in an 

emergency shelter; and 
 Has been homeless continuously for at least 12 months or on at least 4 

separate occasions in the last 3 years where the combined occasions must 
total at least 12 months  

o Occasions separated by a break of at least seven nights  
o Stays in institution of fewer than 90 days does not constitute a break  

 
(2) An individual who has been residing in an institutional care facility for fewer 
than 90 days and met all of the criteria in paragraph (1) of this definition, before 
entering that facility; or 
 
(3) A family with an adult head of household (or if there is no adult in the family, a 
minor head of household) who meets all of the criteria in paragraphs (1) or (2) of 
this definition, including a family whose composition has fluctuated while the 
head of household has been homeless. 

 
4.3 “Coordinated Entry/Coordinated Assessment” is defined as a process to assess 

the needs of homeless persons and to direct them to a particular housing 
solution in the community – Permanent Supportive Housing, Rapid Rehousing, or 
to determine if they only need minimal assistance to divert them from homeless 
shelters. The Coordinated Assessment (CA) is the assessment that prioritizes a 
person’s level of vulnerability compared to other homeless persons in the 
community who have been assessed with the same tool, and prioritizes serving 
persons ranked most vulnerable first. In Austin, the Coordinated Assessment is 
currently completed at walk-in centers and by phone by qualified staff at the 
Ending Community Homelessness Coalition.  
 

4.4 “Emergency Shelter” is defined as a facility that provides temporary or 
transitional shelter for persons who are homeless, housing persons in dorms on 
bunks on mats, or in private rooms. Shelters serve the general homeless 
population or specific subpopulations such as families, single adult females or 
males, or those with specialized needs like mental health or substance use 
services.  
 

4.5 “Housing First Shelter” is defined as a shelter with low barriers for entry, with no 
requirements for sobriety or drug testing, with a person-centered approach, only 
requiring engagement in case management and other services after an 
introductory period. The National Alliance to End Homelessness has developed 
the following Housing First principles:  

 Homelessness is foremost a housing problem and should be treated as 
such 

 Permanent housing is a right to which all are entitled 
 People should be returned to or stabilized in permanent housing as quickly 

as possible and connected to necessary resources to sustain housing 
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 Issues that may have contributed to a household’s homelessness can best 
be addressed once they are permanently housed 

4.6 “Housing Navigation” is defined as services that bridge the gap between 
homelessness and stable housing by connecting people to permanent housing 
solutions. 
 

4.7 “Low Barrier Shelter” is defined as housing where a minimum number of 
expectations are placed on people who wish to stay there. The aim is to have as 
few barriers as possible to allow more people access to services. Low-barrier 
facilities follow a harm reduction philosophy. See below for more about harm 
reduction. 
 

4.8 “Permanent Housing” is defined as housing that is not time limited usually with a 
lease, and may include market rate apartments or those with permanent 
assistance or vouchers through a Housing Authority or permanent supportive 
housing program.  It may also include living with family or housing where a client 
has time-limited rental assistance (through Rapid Rehousing, for example), but 
where the client has the option of transitioning in place to market rate rent or 
affordable rental rates. 

 
4.9 “Permanent Supportive Housing” is defined as housing for homeless individuals 

that combines non-time limited affordable housing assistance with voluntary 
support services to address the needs of persons with complex mental or 
physical health, addictions, or cognitive challenges. The services are designed to 
build independent living and tenancy skills and connect people with healthcare, 
substance use treatment and employment services. In addition to ending a 
person’s homelessness and increasing their housing stability, Permanent 
Supportive Housing has been shown to improve health and wellbeing. 
 

4.10 “Rapid Re-housing” is defined as services that quickly connect persons, with a 
mid-range level of needs, to permanent housing by addressing their immediate 
barriers to permanent housing with housing location, financial assistance and 
housing stability case management.  

 
4.11 “Shelter Diversion” is defined as services to assist a person in finding other safe 

and appropriate housing options than shelter.  Diversion staff have creative and 
problem-solving conversations that help to identify whether individuals are fleeing 
an unsafe situation, have better alternative housing options, or need help to stay 
in the place where they have recently been staying to determine if there are any 
other safe housing resources available than shelter. 

 
5.0 Offeror Qualifications 
 

5.1 Offeror should have a minimum of five (5) years established, successful 
experience providing shelter services, case management, housing navigation, 
and shelter operations and maintenance in a jurisdiction of a metropolitan 
population equal to or greater than Austin, Texas. 
 

5.2 Financial Stability 
 

5.2.1 Offeror shall have proven financial stability as indicated by: 
 Submission of all due 990 tax returns to the IRS 
 Payment of all Federal and State payroll taxes 
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 No past due taxes owed to the City 
 

5.2.2 For the two most recent consecutive audit years the Offeror should have 
received audits demonstrating:   
 An unqualified and/or unmodified audit opinion, and 
 No statement of going concern uncertainty, and 
 No material weaknesses or significant deficiencies in financial 

management and/or internal control cited in the two most recent audit 
or management letters 
 

5.2.3 Offeror shall be eligible to legally contract with the City of Austin and the 
U.S. Department of Housing and Urban Development (HUD).  
 City policy does not permit entering into an agreement with an entity 

that owes taxes to the City   
 The Applicant and its principals may not be currently suspended or 

debarred from doing business with the Federal Government, as 
indicated by the United States General Services Administration list of 
Parties Excluded from Federal Procurement and Non-Procurement 
Programs, the State of Texas, or the City of Austin 

 
5.3 Offeror shall have the ability to meet Austin Public Health’s Social Services 

Insurance Requirements (reference Section 0400). 
 

5.4 Offeror should have proven experience complying with local, state and federal 
funding requirements, including monthly reporting, segregation of funds, HUD 
habitability standards, etc.  
  

5.5 Offeror should have an active Board of Directors that: 
 Meets regularly (at least four times per year) 
 Reviews program performance, financial performance, and annually 

approves the agency budget 
 Has specific terms with beginning and end dates 
 Has a composition, size, terms and other functions that are in 

compliance with the Agency’s bylaws 
 Receives no material compensation for their services 
 Has a strong commitment to fundraising to ensure well-funded, 

sustainable programs and operations 
 
6.0 Goals for ARCH Shelter Operations and Services 
 

6.1 The City of Austin is dedicated to selecting a shelter operator with a strong 
understanding of the needs of individuals experiencing homelessness, and a 
demonstrated history of respect and compassion for their guests. The 
environment established by the operator – which includes staffing, guest 
participation, and opportunities for feedback – must reflect a positive, respectful 
culture.  The shelter’s programming will be focused on ending homelessness for 
guests by housing people as quickly as possible, using the Coordinated Entry 
system, and connecting households to other resources to help them stabilize 
once housed. 
 

6.2 The ARCH will be operated under the following Principles of Service Delivery: 

A. Housing First shelter principles  
B. Emphasis on strategies for appropriate diversion from shelter 
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C. Low-barrier access to shelter (remove unnecessary barriers and improve 
access to those who need it most) 

D. Case Management available to all staying in shelter 
E. Prioritization of shelter beds/mats 
F. Day Resource Center only available to shelter guests  
G. Oversight and management of entrance and area outside shelter, including 

outreach to people camping outside the shelter 
 

6.3 Key performance measures to evaluate the effectiveness of shelter and the 
shelter system include: 

 Exits to permanent housing 
 Length of stay in shelter 
 Rate of returns to homelessness 

 
7.0 Program Clients Served 
 

7.1 Individuals served at the ARCH will be adult men experiencing homelessness, 
without regard to an individual’s income or lack of income, criminal history 
background, or outside use of drugs or alcohol. 
 

7.2 Clients receiving shelter services, case management, housing location and 
navigation services will have the following client eligibility, as defined by HUD:  

 
HUD Category 1 – Literally Homeless 
Individual or family who lacks a fixed, regular, and adequate nighttime residence, 
meaning:  

•   Has a primary nighttime residence that is a public or private place not meant 
for human habitation 

•   Is living in a publicly or privately operated shelter designated to provide 
temporary living arrangements (including congregate shelters, transitional 
housing, and hotels and motels paid for by charitable organizations or by 
federal, state, and local government programs 
  or 

•   Is exiting an institution where (s)he has resided for 90 days or less and who 
resided in an emergency shelter or place not meant for human habitation 
immediately before entering that institution 

 
HUD Category 4 –  Fleeing / Attempting to Flee Domestic Violence 
Any individual or family who: 

• Is fleeing, or is attempting to flee domestic violence 
• Has no other residence 

  and 
• Lacks the resources or support networks to obtain other permanent housing 
 

8.0 Program Services and Delivery 
 

8.1 Principles of Service Delivery 
 
8.1.1 The ARCH will be operated under the following principles: 

A.     Housing First shelter principles  
B.     Emphasis on strategies for appropriate diversion from shelter 
C. Low-barrier access to shelter (remove unnecessary barriers and 

improve access to those who need it most) 
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D.     Case Management available to all staying in shelter 
E.     Prioritization of shelter beds/mats 
F.     Day Resource Center only available to shelter guests  
G. Oversight and management of entrance and area outside shelter, 

including outreach to people camping outside the shelter 
 

8.2 General Shelter Structure 
 
8.2.1 130 beds or mats will be available to adult men, configured to align with 

best practices on personal space calculations and code requirements. 
 

8.2.2 The shelter will be open and available 24/7 to shelter guests with minimal 
restrictions on entry and exit.  Safety and security will be provided for 
persons and their belongings.   

 
8.2.3 The commercial kitchen will be used to serve nutritious meals.  Shelter 

guests will have access to toilets, sinks, showers, storage for personal 
belongings and other services. 

 
8.2.4 All persons staying at the shelter will have access to case management 

services, linking them to appropriate housing programs. 
 

8.3 Shelter Services 
 
8.3.1 When a person walks in the door, shelter staff will welcome each person, 

provide support and work to assess the needs of the individual.  
 

8.3.2 Shelter will be low-barrier, and will not restrict access due to an 
individual’s lack of income, criminal history background, or outside use of 
drugs or alcohol. 

 
8.3.3 Access to shelter beds/mats will occur through a community developed 

prioritization process including factors such as high vulnerability due to 
physical health and mental/behavioral health conditions, length of time 
homeless, chronic homeless status, and other factors.  

 
8.3.4 Beds/mats will be reserved or filled through a combination of 

Coordinated Entry referrals and referrals from community partners.   
 

8.3.5 If a shelter guest has not started the Coordinated Entry process, shelter 
staff will insure the guest is rapidly assessed. 

 
8.3.6 Staff will have creative and problem-solving conversations that help to 

identify whether individuals are fleeing an unsafe situation, have better 
alternative housing options, or need help to stay in the place where they 
have recently been staying. If there are no other resources available and 
there are available shelter beds or mats, the person can enter shelter if 
the person is deemed eligible. 

 
8.3.7 Details for the workflow of persons entering shelter will be defined further 

in the contracting process and through work with the National Alliance to 
End Homelessness who will provide consulting services. 
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8.3.8 While the shelter is for men only, the shelter will be compliant with the 
HUD Equal Access Rule and is open to all eligible individuals regardless 
of sexual orientation, gender identity, or marital status. 

 
8.4 Housing Focused, Rapid-Exit Support Services and Case Management 

 
8.4.1 ARCH staff will work with new shelter guests to develop a housing plan 

within the first few days of entering the shelter. After guests are allowed 
time to adjust they will be asked to participate in case management.   
 

8.4.2 Through case management, basic needs will be addressed such as 
obtaining identification documents and other needed items, and the 
focus of all work in the shelter will be on finding housing.  The 
Coordinated Entry system will be used to identify appropriate housing 
interventions, and shelter staff will work with community partners to 
connect clients to those resources. 

 
8.4.3 If the shelter operator is able to provide in-house housing placement 

programs, the shelter’s housing placement programs will follow Housing 
First principles:  support participants in moving into permanent housing in 
the most rapid and streamlined way possible, without unnecessary 
service pre-requisites, rules, or program requirements. 

 
8.4.4 ARCH staff will use the National Alliance to End Homelessness (NAEH) 

recommendations to accomplish a housing-focused infrastructure: 
 Develop a housing plan within the first week of a participant’s 

stay in shelter that includes short-term and achievable goals that 
are created by the participant rather than the staff person and 
have short-term benchmarks to show progress 

 Create a “housing-focused” environment throughout the shelter, 
including apartment listings, guidance on how to apply for 
housing, information on how to access benefits, and messaging 
that celebrates the success of each household that moves into 
housing 

 Focus case management activities on obtaining and sustaining 
housing 

 Identify participants’ barriers to housing and identify resources to 
address barriers 

 Conduct regular and frequent in-person case management 
meetings that focus on a housing plan and adjust the plan as 
needed 

 Promote messaging that everyone is housing ready as soon as 
they enter shelter 

 
8.5 Day Resources:  Service Coordination 

 
8.5.1 Day Resource Center services will be integrated into a service delivery 

model only for persons who are sleeping at the ARCH.  Day Resource 
services will be available for shelter guests and closed to the general 
public. 
 

8.5.2 ARCH staff, co-located agencies and community partners will provide 
day resources to shelter guests that will move them toward permanent 
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housing.  Shelter services will be housing focused and needs for other 
services will be referred to community providers.  

 
8.5.3 Shelter guests may stay inside during the day to work on housing and 

associated work, leaving the facility when they choose.  ARCH staff time 
spent in the Day Resource Center shall be almost exclusively focused on 
assisting guests with housing search and related activities. 

 
9.0 Maintenance and Operations 

 
9.1 The operator of the ARCH will be responsible for overall operations, 

maintenance, repairs and oversight of the facility and the activities located 
therein.  ARCH staff will manage a preventative maintenance schedule and will 
submit maintenance reports monthly to Austin Public Health staff for review. 
 

9.2 The final grant agreement will specify division of maintenance and repair 
responsibilities between the City of Austin, as owner of the building, and the 
ARCH operator, who will provide day-to-day management.  
 

9.3 ARCH staff will not be responsible for managing the lease between the City of 
Austin and the Healthcare District for the operation of the Health Care for the 
Homeless ARCH CommUnity Care Clinic.   

 
9.4 Adverse Weather Services 

 
9.4.1 The City’s Office of Homeland Security and Emergency Management 

(HSEM) is the lead agency for severe weather response.  The operator 
of the ARCH will be a partner in cold weather and heat emergency 
services.  Additional community partners for cold weather shelter in the 
program currently include area churches, Salvation Army, Capital Metro, 
Red Cross, City of Austin Parks and Recreation Department, and Austin 
Public Health.   
 

9.4.2 ARCH staff will participate in annual planning for adverse weather 
services and will assist in developing systems that best meet the needs 
of individuals experiencing homelessness and access to emergency 
shelter.  
 

9.5 ARCH Entrance and Surrounding Area 
 
9.5.1 While the operator of the ARCH is not solely responsible for the crowding 

outside of the building, ARCH staff will work with Austin Public Health 
and community partners on strategies to address congregation and 
camping immediately outside of the ARCH.   
 

9.5.2 Shelter staff will engage people outside the building regularly for 
services, trust-building and shelter entry.  Staff that are trained in crisis 
de-escalation and positive relationship management will manage the flow 
into and out of the building, providing oversight of the entrance and 
surrounding area. 
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10.0 Staffing 
 

10.1 Staff will be trained and proficient in trauma-informed care and housing-focused 
shelter service delivery.  The housing focus should start with client intake on day 
one with a strong focus on self-resolution.  Shelter program staff positions and 
duties may include the following, although position titles and descriptions may 
vary: 

 
Housing Resources Engagement Specialist / Diversion 
 Welcome individuals who are entering the shelter and provide immediate 

connection to available resources; Be available regularly for guests and non-
guests for questions and follow-up on information and referrals 

 Conduct outreach and engage homeless individuals directly outside the 
shelter with resources to resolve housing crisis 

 Divert homeless individuals from utilizing shelter by connecting them with 
resources to resolve their homeless situation 

 Conduct Coordinated Assessment to determine appropriate permanent 
housing intervention and service needs  

 
Shelter Housing Navigator 
 Develop an individual housing plan for each shelter guest 
 Connect program participants to community resources that will support the 

goal of permanent housing acquisition  
 Navigate persons to permanent housing placement or programs that will 

assist with safe and stable housing 
 Ensure participants have the necessary items to secure housing (e.g. valid 

identification, income verification, bank statements, etc.) 

10.2 While sheltering individuals experiencing homelessness is the day-to-day 
function of the shelter, the focus of all staff resources will be on assisting clients 
to obtain and maintain permanent housing.  The operator of the ARCH will 
connect shelter guests with rapid re-housing, permanent supportive housing, and 
other housing programs.  These program services may be administered by the 
same agency operating the ARCH and/or through partnerships with other 
community agencies working to house individuals experiencing homelessness.  
Housing program staff positions and duties should include: 
 

Housing Search and Placement Case Manager 
 Housing search 
 Outreach to and negotiation with property managers, landlords, and owners 
 Assessment of housing units for compliance with certain state and federal 

grants for habitability, lead-based paint restrictions, and rent reasonableness 
 Assistance with obtaining utilities and making moving arrangements 
 Coordination with rental and move-in assistance, as available 
 Ensure a “warm hand-off” to the Housing Stability Case Manager to provide 

ongoing in-home supportive services, as needed 
 

Housing Stability Case Manager 
 Develop and implement a housing stabilization plan for resident 
 Build and maintain relationships with landlords/management firms/property 

owners as well as with partner agencies and resource providers in the 
Coordinated Entry System 
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 Demonstrate strong leadership skills and stay up-to-date on best practices in 
housing stabilization services (e.g. Housing First Model, Harm Reduction, 
Motivational Interviewing, etc.) 

 Develop, secure, and coordinate services for clients 
 Obtain federal, state, and local benefits including linking client to housing, 

stabilization and support services 
 Meet with client regularly and evaluate client’s changing needs 

11.0 Collecting and Reporting Data 
 

11.1 Performance Reporting:  The City’s fiscal year begins on October 1st and ends 
on September 30th. The ARCH operator shall have the ability to provide routine 
quarterly and annual report data to coincide with this cycle.  

 
11.2 Performance Measures:  Performance measures shall align with the City’s Austin 

Strategic Direction 2023 indicators for homelessness.  Austin Public Health staff 
will work with ARCH staff to develop and track meaningful, measurable 
performance measures. 

 
11.3 HMIS:  Organizations receiving funding from the City for homelessness 

prevention and homeless intervention services are required to utilize the local 
Homeless Management Information System (HMIS) to track and report client 
information for individuals who are at risk of homelessness or experiencing 
homelessness. A high level of data quality is required.  
 

11.4 The Ending Community Homelessness Coalition (ECHO) currently serves as the 
local HMIS administrator and manages all user licenses.  HMIS related expenses 
may be included in the program budget, and City requirements for HMIS include: 

 
11.4.1 All settings for client records will be in accordance with HMIS policy in 

order to reduce duplication of records and improve service coordination 
 

11.4.2 HMIS user licenses must be purchased for staff entering data into City-
funded programs (may use City funds for licenses) 

 
11.4.3 Organizations must have an ECHO HMIS Memorandum of 

Understanding 
 

11.4.4 Data quality report(s) submitted monthly with a rating of “Excellent” or 
“Acceptable” 

 
11.4.5 Participation in Annual Point-in-Time Count, Annual Homeless 

Assessment Report (AHAR), and other required HUD reporting 
 

11.4.6 Participation in the required annual training for each licensed user as 
well as attendance at required City-sponsored training(s) regarding HMIS 
and Austin Public Health’s electronic reporting system 

 
11.4.7 Periodic reporting to the City will include levels of compliance with all 

requirements listed above as well as any feedback regarding the HMIS 
system. 

 
11.5 ARCH staff will maintain updated and complete client files and program 

documents, and follow protocols for client confidentiality and records retention.  
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Quarterly performance reporting and additional reporting as required will be 
submitted to Austin Public Health. 

 
12.0 Program Evaluation and Quality Improvement 

 
12.1 Program Performance Evaluation 

 
12.1.1 ARCH staff will use HMIS data to review program outcomes and key 

performance measures on a regular basis.  Evaluation of program 
success and changes to service delivery will be data driven. 
 

12.1.2 ARCH staff will have a regular case review process covering file review 
and case presentations to ensure achievable goals are being developed 
and met for each individual.  Frequent meetings between the program 
director and case managers will provide follow-up on any corrective 
action plans created regarding program participant success.   
 

12.1.3 Leadership will meet regularly to discuss strengths and challenges that 
arise regarding overall program success, use of program funds and 
program needs. Whenever applicable and possible, program participants 
will be given the opportunity to provide feedback on the effectiveness of 
a program component such as housing assistance or other services. 

 
12.2 Quality Improvement 

 
12.2.1 ARCH staff will provide a regular input process for feedback from ARCH 

guests on ways to improve the quality of services and shelter. 
 

12.2.2 ARCH staff will convene meetings with the community, co-located 
agencies, guests and staff to regularly provide opportunities for open 
feedback and coordination with community partners about shelter 
policies and performance.   

 
12.2.3 ARCH staff leadership will implement other strategies to improve 

program performance, promote a positive, solutions-oriented 
environment, and maintain high standards of data collection and 
management. 

 
13.0      Agency Service Coordination  
  

13.1  ARCH staff will coordinate services with appropriate community service providers 
for mental health, services for veterans and other key community services that 
are necessary for ARCH shelter guests. 

  
13.2  ARCH staff will work with community rapid re-housing and permanent supportive 

housing (PSH) providers to access appropriate housing resources for shelter 
guests. 

 
13.3    ARCH staff will work with CommUnity Care clinic staff and representatives of 

other co-located agencies to discuss services for guests and problem-solve 
challenging cases.   
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13.4 ARCH services will be connected to the Coordinated Entry system and ARCH 
staff will participate in pilots and coordination of permanent supportive housing 
and/or HUD projects.  

 
13.0 Community Planning Activities 

 
ARCH staff will actively participate in and facilitate community conversations, ECHO 
committees and workgroups.  The agency will work with community partners on 
homeless initiatives as they emerge, e.g. Ending Veteran Homelessness, Ending Youth 
Homelessness, Downtown Homeless Solutions and other planning efforts.  The agency 
will work collaboratively with the Downtown Austin Alliance, Sixth Street Association and 
Downtown Neighborhood Association on a variety of issues and initiatives. 
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1. SUBMITTAL FORMAT: 

Submit one original paper copy and an electronic copy of the original response in PDF version on a flash 
drive.  The original response shall contain ink signatures and shall be typed on standard   8 ½” X 11” 
paper, double-sided, and have consecutively numbered pages.   
 
The response itself shall be organized in the following format and informational sequence.  Use tabs to 
divide each part of the response and include a Table of Contents: 
 
 

Section I 
 
Tab 1 – City of Austin Purchasing Office Documents – Complete and submit the following documents 
in Tab 1: 
 

A. Signed Offer Sheet 
B. Section 0630 Exceptions 
C. Section 0800 Non-Discrimination and Non-Retaliation Certification 
D. Section 0835 Non-Resident Bidder Provisions  

  E. Section 0900 Subcontracting/Sub-consulting Utilization Form 
  F. Section 0905 Subcontracting/Sub-consulting Utilization Plan 
  G. If issued, all signed Addendums (all pages) 
 
Tab 2 – Authorized Negotiator:  Provide name, mailing address, email address, and telephone number 
of the officer or other  representative in your organization authorized to negotiate and execute binding 
contract terms.  
 
Tab 3 – Executive Summary: Provide an Executive Summary in brief, concise terms of your 
qualifications related to this RFQS.  Include the number of years your organization has been in business, 
a summary of your organization’s history and experience, and how your organization is the most qualified 
to carry out the Scope of Work (reference Section 0500).   
 
Tab 4 – References: Provide a list of three (3) current or previous references from Funding Agencies who 
have information about your organization’s experience managing relevant local, state, and/or federal 
contracts for a minimum of five (5) years.  All reference information shall be documented and verifiable. 
References must be aware that they are being listed and agreeable to City interview for follow-up, if deemed 
necessary by the City.  Each reference listed shall include the following: 
 

 Agency  
 Agency contract manager name and title, phone number, and email address 
 Year contract was awarded and length of contract 
 Attach all monitoring reports received during the most recent term of administering the 

referenced contracts 
 
Tab 5 – Personnel:  Provide a general explanation and organizational chart for your agency which specifies 
the structure and reporting responsibilities of personnel. If the use of subcontractors is proposed, identify their 
placement in the structure and provide a description for each subcontractor’s responsibilities. 
 
For Personnel listed above, please provide: 

 
 Resumes and/or professional experience and education for executive leadership listed on the 

organizational chart, including any professional trainings, degrees and/or certifications held  
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 The average retention rate of staff having direct interaction with and service provision to 
clients  

 
Please provide details of what experience, if any, staff assigned to this contract has with: 
 

 Housing First, Rapid Re-Housing, Permanent Supportive Housing, Motivational Interviewing, 
Trauma Informed Care, Harm Reduction, and/or other evidence based practices for serving 
homeless and chronically homeless populations 

 Coordinating with law enforcement, emergency first responders, hospital systems, 
mental/behavioral health systems, and/or criminal justice systems 

 Communications with media, City of Austin, and/or implementing broad communication 
messages to the community as a demonstration of leadership in the homeless services 
system 

 
Tab 6 – Agency Qualifications: Provide a narrative description of how your agency meets the qualifications 
stated in items 5.2, 5.3, and 5.5 and attach the following documents: 

 Current Board of Directors Bylaws 
 Copy of the most recently filed IRS Form 990 or 990 EZ (no older than FY2016) 
 A complete set of audited financial statements which include the auditor’s opinion and any 

management letters, covering the two most recent consecutive audit years 
 Approved Board of Directors minutes during the previous fiscal year reflecting the Board has 

a documented process that: 
o Reviews program performance 
o Approves budgets 
o Reviews financial performance 
o Approves audit reports  

 
Tab 7 – Expertise & Compliance:  Provide a narrative of your specific expertise, experience, and 
compliance regarding Items 5.1, 5.4, 6.1, 9.1, 11.1, 11.3, 12.2.3, 13.2 in Section 0500 Scope of Work. 
 
Tab 8 – Service Capacity:  Define in detail your understanding of the requirements presented in Section 
0500 Scope of Work and your organization’s capacity to provide the listed services and operations, 
specifically addressing Items 6.2, 7.0, 8.2.2, 8.3.1, 8.3.2, 8.4, 8.5.1, and 9.5.1. 
 
Tab 9 – Sample Documents: Provide sample documents corresponding to the following Items in Section 
0500 Scope of Work: 

 8.2  – Sample daily schedule for the shelter and day resource center 
 7.0 & 8.3.2  – Sample policies and procedures demonstrating client eligibility criteria aligned 

with a low barrier, housing-focused shelter 
 12.1.1  – Sample of data system generated program performance demonstrating high data 

quality and high program performance 
 

Section II 
 
Acceptance Period:  All responses are valid for a period of one hundred and eighty (180) calendar days 
subsequent to the RFQS closing date unless a longer acceptance period is offered in the response. 
 
Proprietary or Confidential Information:  All material submitted to the City becomes public property and is 
subject to Texas Open Records Act upon receipt. If a respondent does not desire proprietary or confidential 
information in the submission to be disclosed, each page must be identified and marked proprietary or 
confidential at time of submittal. The City will, to the extent allowed by law, endeavor to protect such 
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information from disclosure. The final decision as to what information must be disclosed, however, lies with 
the Texas Attorney General. Failure to identify proprietary or confidential information will result in all 
unmarked sections being deemed non-proprietary or non-confidential and available upon public request. 
 
Preparation Costs:  All costs directly or indirectly related to preparation of a response to the RFQS or any 
oral presentation required to supplement and/or clarify an offer which may be required by the City shall be the 
sole responsibility of the Offeror. 
  
Compliance:  The Offeror agrees to compliance with terms of this RFQS and with all applicable rules and 
regulations of Federal, State, and Local governing entities. 

 
Section III 

 
EVALUATION FACTORS AND AWARD: 
    
A.  Competitive Selection:  This procurement will comply with applicable City Policy. The most qualified 
Offeror will be selected by the City on a rational basis. Evaluation factors outlined in Paragraph B below shall 
be applied to all eligible, responsive Offerors in comparing responses and selecting the most qualified 
Offeror. Award of a Contract may be made without discussion with Offerors after submissions are received. 
Responses should, therefore, be submitted on the most favorable terms. 

B.  Evaluation Factors:  All responses will be evaluated based on the following criteria and rankings. 

  Maximum 100 points. 
 

1. Service Capacity – reference Section 1, Tab 8 (30 points) 
2. Expertise & Compliance – reference Section I, Tab 7 (20 points) 
3. Personnel – reference Section I, Tab 5 (20 points)  
4. Agency Qualifications – reference Section 1, Tab 6 (10 points) 
5. References – reference Section I, Tab 4 (10 points) 
6. Sample Documents – reference Section I, Tab 9 (10 points) 

       
  
 Presentations, Demonstrations Optional. The City will score submissions on the basis of the 

criteria listed above. The City may select a “short list” of Offerors based on those scores. “Short-
listed” Offerors may be invited for presentations, or demonstrations with the City. The City 
reserves the right to re-score “short-listed” submissions as a result, and to make award 
recommendations on that basis. 



CITY OF AUSTIN 
PURCHASING OFFICE 

EXCEPTIONS 

Solicitation Number: RFQS 4700 EAD4000REBID 

The City will presume that the Offeror is in agreement with all sections of the solicitation unless the 
Offeror takes specific exception as indicated below. Complete the exception information indicating each 
exception taken, provide alternative language, and justify the alternative language. Copies of this form 
may be utilized if additional pages are needed. 

Failure to agree to the standard contract terms may result in the City choosing to move forward with an 
award of a contract to the next best Offeror. 

The City, at its sole discretion, may negotiate exceptions that do not result in material deviations from the 
sections contained in the solicitation documents. Material deviations as determined by the City may 
result in the City deeming the Offer non-responsive. The Offeror that is awarded the contract shall be 
required to sign the contract with the provisions accepted or negotiated. 

Indicate: 
D 0300 Standard Purchase Terms & Conditions 
D 0400 Supplemental Purchase Provisions 
D 0500 Scope of Work 

Page Number Section Number Section Description 

Alternative Language: 

Justification: 

Section 0630: Exceptions Page 1 of 1 
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City of Austin, Texas 
Section 0800 

NON-DISCRIMINATION AND NON-RETALIATION CERTIFICATION 

City of Austin, Texas 

Equal Employment/Fair Housing Office 

To: City of Austin, Texas, 

I hereby certify that our firm complies with the Code of the City of Austin, Section 5-4-2 as reiterated below, and agrees: 

(1) Not to engage in any discriminatory employment practice defined in this chapter. 

(2) To take affirmative action to ensure that applicants are employed, and that employees are treated during 
employment, without discrimination being practiced against them as defined in this chapter, including 
affirmative action relative to employment, promotion, demotion or transfer, recruitment or recruitment 
advertising, layoff or termination, rate of pay or other forms of compensation, and selection for training or 
any other terms, conditions or privileges of employment. 

(3) To post in conspicuous places, available to employees and applicants for employment, notices to be 
provided by the Equal Employment/Fair Housing Office setting forth the provisions of this chapter. 

(4) To state in all solicitations or advertisements for employees placed by or on behalf of the Contractor, that 
all qualified applicants will receive consideration for employment without regard to race, creed, color, 
religion, national origin, sexual orientation, gender identity, disability, sex or age. 

(5) To obtain a written statement from any labor union or labor organization furnishing labor or service to 
Contractors in which said union or organization has agreed not to engage in any discriminatory employment 
practices as defined in this chapter and to take affirmative action to implement policies and provisions of 
this chapter. 

(6) To cooperate fully with City and the Equal Employment/Fair Housing Office in connection with any 
investigation or conciliation effort of the Equal Employment/Fair Housing Office to ensure that the purpose 
of the provisions against discriminatory employment practices are being carried out. 

(7) To require of all subcontractors having 15 or more employees who hold any subcontract providing for the 
expenditure of $2,000 or more in connection with any contract with the City subject to the terms of this 
chapler that they do not engage in any discriminatory employment practice as defined in this chapter 

For the purposes of this Offer and any resulting Contract, Contractor adopts the provisions of the City's Minimum 
Standard Non-Discrimination and Non-Retaliation Policy set forth below. 

City of Austin 
Minimum Standard Non-Discrimination and Non~Retaliation in Employment Policy 

As an Equal Employment Opportunity (EEO) employer, the Contractor will conduct its personnel activities in accordance 
with established federal, state and local EEO laws and regulations. 

The Contractor will not discriminate against any applicant or employee based on race, creed, color, national origin, sex, 
age, religion, veteran status, gender identity, disability, or sexual orientation. This policy covers all aspects of employment, 
including hiring, placement, upgrading, transfer, demotion, recruitment, recruitment advertising, selection for training and 
apprenticeship, rates of pay or other forms of compensation, and layoff or termination. 

The Contractor agrees to prohibit retaliation, discharge or otherwise discrimination against any employee or applicant for 
employment who has inquired about, discussed or disclosed their compensation. 

Further, employees who experience discrimination, sexual harassment, or another form of harassment should 
immediately report it to their supervisor. If this is not a suitable avenue for addressing their compliant, employees are 
advised to contact another member of management or their human resources representative. No employee shall be 
discriminated against, harassed, intimidated, nor suffer any reprisal as a result of reporting a violation of this policy. 
Furthermore, any employee, supervisor, or manager who becomes aware of any such discrimination or harassment 
should immediately report it to executive management or the human resources office to ensure that such conduct does 

Section 0800 Non-Discrimination and 
Non~Retaliation Certification 
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not continue. 

Contractor agrees that to the extent of any inconsistency, omission, or conflict with its current non-discrimination and non
retaliation employment policy, the Contractor has expressly adopted the provisions of the City's Minimum Non
Discrimination Policy contained in Section 5-4-2 of the City Code and set forth above, as the Contractor's Non
Discrimination Policy or as an amendment to such Policy and such provisions are intended to not only supplement the 
Contractor's policy, but will also supersede the Contractor's policy to the extent of any confiict. 

UPON CONTRACT AWARD, THE CONTRACTOR SHALL PROVIDE THE CITY A COPY OF THE CONTRACTOR'S 
NON-DISCRIMINATION AND NON-RETALIATION POLICIES ON COMPANY LETTERHEAD, WHICH CONFORMS IN 
FORM, SCOPE, AND CONTENT TO THE CITY'S MINIMUM NON-DISCRIMINATION AND NON-RETALIATION 
POLICIES, AS SET FORTH HEREIN, OR THIS NON-DISCRIMINATION AND NON-RETALIATION POLICY, WHICH 
HAS BEEN ADOPTED BY THE CONTRACTOR FOR ALL PURPOSES WILL BE CONSIDERED THE CONTRACTOR'S 
NON-DISCRIMINATION AND NON-RETALIATION POLICY WITHOUT THE REQUIREMENT OF A SEPARATE 
SUBMITTAL. 

Sanctions: 

Our firm understands that non-compliance with Chapter 5-4 and the City's Non-Retaliation Policy may result in sanctions, 
including termination of the contract and suspension or debarment from participation in future City contracts until deemed 
compliant with the requirements of Chapter 5-4 and the Non-Retaliation Policy. 

Term: 

The Contractor agrees that this Section 0800 Non-Discrimination and Non-Retaliation Certificate of the Contractor's 
separate conforming policy, which the Contractor has executed and filed with the City, will remain in force and effect for 
one year from the date of filling. The Contractor further agrees that, in consideration of the receipt of continued Contract 
payment, the Contractor's Non-Discrimination and Non-Retaliation Policy will automatically renew from year-to-year for 
the term of the underlying Contract. 

Dated this ___,d:.:....='S,__JY1 ___ day of 0 C--r7J Q e (2_ 

CONTRACTOR \YoV\-1" '5-\-~ ps, I nco 
Authorized Signature 

Title 

~l -----=;:::::::: 
txec t,.L h .J e...- \) 1 ( ec.J-ur 

Gv e) if\Ae- Cvf MOte-L 
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Section 0900: SUBCONTRACTING/SUB-CONSULTING UTILIZATION FORM 
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MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISE (MBE/WBE) 
PROCUREMENT PROGRAM 

Subcontracting/Sub-Consulting ("Subcontractor'') Utilization Form 

SOLICITATION NUMBER' RFQS 4700 EAD4000REBID 

SOLICITAflON TITLE, ARCH Shelter Operations & Services 

In accordance with the City of Ausun's Mmonty and Women-Owned Busmcss Enterprises (1Vf/\XIBE) Procurement Program (Program), 
Chapters 2-9A/B/C/D of the City Code and M/WBE Program Rules, this Solicitation was reviewed by the Small and Minority Business 
Rewurces Department (SMBR) to determine if M/WBE Subcontractor/Sub-Consultant ("Subcontractor") Goals could be applied. Due to 
insufficient subcontracting/subconsultant opportunities and/or insufficient availability of tvf/WBE certified firms, SMBR has assigned no 
subcontracting goals for this Solicitation. However, Offcrors who choose to usc Subcontractors must comply with the City's M/WBE 
Procurement Program as described below. Additionally, if the Contractor seeks to add Subcontractors after the Contract is awarded, the 
Program requirements shall apply to any Contract(s) resulting from this Solicitation. 

Instructions: 
a.) Offerors who do not intend to usc Subcontractors shall dlCck the "NO" box and follow the corresponding instructions. 
b.)Offcrors who intend to use Subcontractors shall check the applicable "YES" box and follow the instructions. Offers that do not include 
the foJiuwing required documents shall be deemed nonwcompliant or nonresponsive as applicable, and the Offeror's submission 
may not be considered for award. 

~0, I DO NOT intend to use Subcontractors/Subwconsuhants. 
Instructions: Offerors that do not intend to usc Subcontractors shall complete and sign this form below 
(Subcontracting/Sub-Consulting ("Subcontractor'') Utilization Form) and include it with their seaJcd Offer. 

0 YES, I DO intend to use Subcontractors /Sub-consultants. 
Instructions: Offerors that do intend to usc Subcontractors shall complete and sign this form below (Subcontracting/Sub
Consulting ("Subcontractor") Utilization Form), and follow the additional Instructions in the (Subcontracting/Sub-Consulting 
("Subcontractor'') Utilization Plan). Contact SMBR if there arc any tlucstions about submitting these forms. 

. .'· . 

. · . Offeror Infurmution 
. ·.· . . · . . . · . 

Company Name 'Pf (j{\-\- '3+-eos I v\C--. 
City Vendor TD Code 

CPrP '7t-:,5i~5 
Physical Address '5uo /2.a s-\- ~~ '3-1-Y< c..--1-
City, State :t.ip 

~~\in, \" t-)CCL ) 1 ~'10 l 
Phone Number 

5t7~3o5- t-H 0~ r Email Address I tn'V\~nV\uctc@>.hiV~h+(o~ 
Is the Offeror 1Jd'1'10 
City of Austin M/WBE 
certified? DYES Indicate one: 0 MBE 0WBI' 0 MBE/WBE Joint Venture 

Offeror Certification: I understand that even rhough SMBR did not assign subcontract goals to this Solicitation, I will comply with the City's M/WB!~ 
Procurement Program if 1 intend to include Subcontractors in my Offer. I further af.,ll'ee that this completed Subcontracting/Sub-Consulting 
Utilization Form, and if applicable my completed Subcontracting/SubRCom;ulting Utilization Plan, shall become a part of any Contract 1 may 
be awarded as the result of this Solicitation. F•'urther, if l am awarded a Contract and I am not using Subcontractor(s) but later intend tO add 
Subcontractor(s), before the Subcontractor(s) is hired or begins work, l will comply with the City's M/WBE Procurement Program and submit the 
Request For Change form to add any Subcontractor(s) to the Project Manager or the Contract Manager for prior authorization by the City and 
perform Good Faith Efforts (GPI':), if applicable. 1 understand that, if a Subcontractor is not listed in my Subcontracting/Sub-Consulting 
Utilization Plan, it is a violation of the City's lvf/WBE Procurement Program for mew hire the Subcontractor or allow the Subcontractor to bef.,rill 
work, unless I first obtain City approvaJ of my Request for Change form. I understand that, if a Subcontractor i:-; not listed in my 
Subcontracting/SubRConsulting Utilization Plan, it is a violation of the City's t\·f/WBE Procurement Program for me to hire the Subcontractor 

6tr§thc N\"r(!;J('N\iln2'C unless I first obtain City •r:,zeest fo< Change form. i 0 /;;;s lz 0 I g 
t: cwh\le- Ui(~c.-1-v<Z... -

Name and Title of Authorized Representative Q'rint or Type) Signature/Date 
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Section 0905: SUBCONTRACTING/SUB-CONSULTING UTILIZATION PLAN 

Nu~ /rpp 1; Cet0l~-
!f'JD :t- \J s; {l ~ Su'oC'dV\ hrucl-clJ( S 
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MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISE (MBE/WBE) 
PROCUREMENT PROGRAM 

Subcontracting/Sub-Consulting ("Subcontractor") Utilization Plan 

SOLICITATION TITLE: ARCH Shelter Operations & Services N/A SOLICITATION NUMBER: RFQS 4700 EAD4000REBID 

INSTRUCTIONS: Offerors who DO intend to usc Subcontractors may utilize M/\VBE Subcontractor(s) or perform Good Faith efforts when 
retaining Non-certified Subcontractor(s). Offcrors must determine which type of Subcontractor(s) they arc anticipating to use (CERTIFIED OR 
NON-CERTIFIED), check the box of their applicable decision, and comply with the additional instructions associated with that particular selection. 

0 I intend to use City of Austin CERTIFIED M/\X!BE Subcontractor/Sub-consultant(s). 

Instructions: Offcrors may usc Subcontractor(s) thnt ARE City of Austin certified M/WBE firms. Offerors shall contact SMBR (512-
974-7600 or SMBRComplianccDocumcnts@austintexas.gov) to confirm if the Offeror's intended Subcontractor(:>) arc City of Austin 
certified M/WBE and if these firm(s) arc certified to provide the goods and services the Offeror intends to subcontract. If the Offeror's 
Subcontractor(s) are current valid certified City of Austin M/WBE firms, the Offeror shall insert the name(s) of their Subcontractor(s) 
into the table below and must include the following documents in their scaled Offer: 

• Subcontracting/Sub-Consulting Utilization Form (completed and signed) 
o Subcontracting/Sub-Consulting Utilization Plan (completed) 

D I intend to use NON-CERTIFIED Subcontractor/Sub-Consultant(s) after performing Good Faith Efforts. 

Instructions: Offcrors may usc Subcontractors that ARE NOT City of Austin certified M/WBE firms ONLY after Offerors have first 
demonstrated Good Faith Efforts to provide subcontracting opportunities to City of Austin M/WBE firms. 

STEP ONE: Contact SMBR for an availability list for the scope(s) of work you wish to subcontract; 
S'l'EP TWO: Perform Good Faith Efforts (Check J.ist provided below); 
STEP THJUJ.E: Offerors shall insert the name(s) of their certified or non-certified Subcontractor(s) into the table below and must include 
the following documents in their scaled Offer: 

• Subcontracting/Sub-Consulting Urili;.-:ation Form (completed and sif.,ttlCd) 
o Subcontracting/Sub-Consulting Utilization Plan (completed) 
• All required documentation demonstrating the Offeror's performance of Good Faith Efforts (sec Check List below) 

GOOD FAITH EFFORTS CHECK LIST-

When using NON~Cim.'flF'lED Subcontractor/Sub-consultants(s), ~of the following CHECK BOXES MUST be completed 
in order to meet and comply with the Good Faith Effort requirements and ali documentation must be included in your sealed 
Offer. Documentation CANNOT be added or changed after submission of the bid. 

0 Contact SMBR. Offerors shall contact SMBR (512-974-7600 or Sl\1BRC:omplianccl)ocumcnt~@austintcxn~.j:;o\') to obtain a list 
of City of Austin certified M/WBE firms that arc certified to provide the goods and services the Offeror intends to subcontract 
out. (Availability List). Offerors shall document their contact(s) with SMBR in the "SMBR Contact Information" table on the 
following page. 

0 Contact M/WBE firms. Offerors shall contact all of the M/WBL': firms on the Availability List with a Significant Local Business 

Presence which is the Austin Metropolitan Statistical Area, to provide information on the proposed goods and services proposed 
to be subcontracted and 1-,rivc the Subcontractor the opportunity to respond on their interest to bid on the proposed scope of work. 
When making the contacts, Offcrors shall usc at least two (2) of the following communication methods: email, fax, US mail or 
phone. Offerors shall give the contacted M/WBE firms at least seven days to respond with their interest. Offcrors shall document 
all evidence of their contact(s) including: emails, fax confirmations, proof of mail delivery, and/or phone lo&rs. These documents 
shall show the date(s) of contact, company contacted, phone number, and contact person. 
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MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISE (MBE/WBE) 
PROCUREMENT PROGRAM 

Subcontracting/Sub-Consulting ("Subcontractor") Utilization Plan 

SOLICITATION TITLE: ARCH Shelter Operations & Services N/A SOLICITATION NUMBER RFQS 4700 EAD4000REBID 

0 Follow up with responding M/WBE firms. Offeror shall follow up with all M/WBE finns that respond to the Offeror's request. 

Offerors shall provide written evidence of their contacr(s): cmails, fax confirmations, proof of mail delivery, and/or phone Jogs. 

These documents shall show the date(s) of contact, company contacted, phone number, and contact person. 

0 Advertise. Offerors shall place an advertisement of the subcontracting opportunity in a local publication (i.e. newspaper, minority 

or women organizations, or electronic/social media). Offerors shall include a copy of their advertisement, including the name of 

the local publication and the date the advertisement was published. 

0 Use a Community Organization. Offerors shall solicit the services of a community oq.,runization(s); minority persons/women 

contractors' /trade group(s); local, state, and federal minority persons/women business assistance officc(s); and other organir.ations 

to help solicit M/WBE firms. Offcrors shall provide written evidence of their Proof of cootact(s) include: emails, fax confirmations, 

proof of mail delivery, and/or phone logs. These documents shall show the datc(s) of contact, organization contacted, phone 

number, email address and contact person. 
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MINORITY-AND WOMEN-OWNED BUSINESS ENTERPRISE (MBE/WBE) 
PROCUREMENT PROGRAM 

Subcontracting/Sub-Consulting {"Subcontractor'') Utilization Plan 

SOLICITATION NUMBER: RFQS 4700 EAD4000REBID 

SOLICITATION TITLE: ARCH Shelter Operations & Services N/A 
(Offerors may duplicate tbis p:we to add additional Subcontractors as needed) 

~ 

. . · .. · 
< ..... ·.· .. 

· .. ......... . .•• S~lb:coO-i~iiCtOr/S_U_b_~cOiuil-11iU'n,f •· 
City of Austin Certified 0 MBE 0 WBE Ethnic/Geode< Codco 0 NON-CERTIFIED 

Company Name 

Vendor ID Code 

Contact Person Phone Number: 

Additional Contact Info Fax Number: E-mail: 

Amount of Subcontract $ 
List commodity codes & 

description of services 

Justification for not utilizing a 

certified MBE/WBE 

·.··. ····. 
. Su bcbniractof I Sltb-conSultnnt . .· . .. · 

City of A us tin Certified 0MBE OWBE Ethnic/Gender Code: 0 NON-CERTIFIED 

Company Name 

Vendor TD Code 

Con tact Person Phone Number: 

Additional Cwuact Info Fax Number: P:~mail: 

Amount of Subcontract s 
List commodity codes & 

description of services 

Justification for not utilizing a 

certified MBE/WBE 

SMBR Contact Jn.formatio1l 

SMBR Contact Name Contact Date Means of Contact Reason for Contact 
D Phone 
OR 
OEmail 

FOR SMALL AND MINOIU'I'Y BUSINESS RESOURCES DEPARTMENT USE .ONLY: 

-

Having rt.:vbvcd tJus plan,. I acknowledge that tht• Offt•ror D HAS or D JJJ\S N<.Tl' complied with thdc 
instructions and CiiyCpde Chapters 2.9;\/B/C/D, as amended. 

Rcvic\Ving Counselor Date 

I have rcvbycd .the complcthlg tlw Subcontracting/Sub-Consultant Ucilb!tion Plan and D. Concur D Do Not 
COi1ci:Jr witi1 1:hc Rc\tie\vii1g 'CouriS_~l~)r'~-~rccot'nmCn~lntion. 

Diti~Ctor/ Assistant Director or DCsigncc Date 
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Solicitation: RFQS 4700 EAD4000REBID 

ADDENDUM 
PURCHASING OFFICE 

CITY OF AUSTIN, TEXAS 

Addendum No: 1 Date of Addendum: 10/26/18 

This addendum is to incorporate the following changes to the above referenced solicitation: 

I. Questions: 

01. Section 0600, under TAB 6- the City asks for last fiscal year in Board Minutes. Our fiscal year ended on 
9/30. We were planning to include our last FY October 1, 2017- September 30, 2018 as requested in the 
RFQS. Do you need the previous FY 2016-2017 as well? 

A 1. Per Tab 6, the Board of Directors minutes should document the process of the Board reviewing program 
performance, approving the budget, reviewing financial performance, and approving audit reports. If your 
most recent fiscal year (Oct 2017- Sept 2018) of approved Board of Director minutes reflect those 
processes, that is all that is needed. 

II. ALL OTHER TERMS AND CONDITIONS REMAIN THE SAME. 

APPROVED BY: C:ri..vv D'V~ 
Erin D'Vincent, Procurement Supervisor 
Purchasing Office, 512-974-3070 

ACKNOWLED::::l 

6 NL~ 
Name7'' 

10/26/18 
Date 

RETURN ONE COPY OF THIS ADDENDUM TO THE PURCHASING OFFICE, CITY OF AUSTIN, WITH YOUR 
RESPONSE OR PRIOR TO THE SOLICIATION CLOSING DATE. FAILURE TO DO SO MAY CONSTITUTE GROUNDS 
FOR REJECTION. 
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TAB 2: Authorized Negotiator 
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Name: Greg McCormack 

Title: Executive Director 

TAB 2: Authorized Negotiatot· 

Mailing Address: P.O. Box 684519, Austin, Texas 78768 

Street Address: 500 East 7111 Street, Austin, Texas 78701 

Email Address: G McCormack(i(l frontsteps.orl!' 

Phone Number: 512-305-4108 (office) 512-230-5272- Cell 

Fax Number: 512-305-4175 

Website: www.frontsteps.onr 

Front Steps-RFQS 4700 EAD4000REBID- Solicitation Documents 2018 
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TAB 3: Executive Summary 
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TAB 3: Executive Summary 

Based on the belief that everyone deserves a safe place to call home, Front Steps provides a 
pathway home for our neighbors experiencing homelessness by offering emergency shelter, 
affordable housing, recuperative medical care, supportive services, and promotes community 
awareness. Front Steps was created in 1997 as the Capital Area Homeless Alliance with the 
overarching philosophy that each person experiencing homelessness deserves respect and 
dignity. Front Steps offers a continuum of services that help people transition from homelessness 
into housing. In 2016-2017, Front Steps housed 426 people. 

With 14 years of experience managing and running the ARCH shelter in Austin, Texas, Front 
Steps exceeds the RFQS' requirement of 5 years. This successful experience includes providing 
holistic shelter services, evidence-based case management, client centered housing navigation, 
and managing the overall shelter operations and maintenance. 

Front Steps has a commitment to the Austin community and strives to make homelessness rare, 
brief, and non-recurring. Since 2004, Front Steps has held the contract with the City of Austin 
to manage the ARCH and has remained in good standing on all contracts, reports, and financial 
reporting. The maintenance staff know every aspect of the specifications and functions of the 
ARCH building. In addition, Front steps has over 21 years proven experience complying with 
local, state, and federal funding requirements, including monthly reporting, segregation of funds, 
and HUD habitability standards. We are experienced with on time reporting and complying with 
local, state, and federal funds with different systems. 

Front Steps entire mission is to provide services and solutions to those that are experiencing 
homelessness. The organization does this as its sole focus by understanding the many complex 
aspects of helping individuals who are homeless. This requires a comprehensive understanding 
mental illness, substance abuse, disabilities, criminal convictions, and income resources. Front 
Steps has staff who have committed their careers to helping those that are homeless. This 
includes an Executive Director who has 25 years serving those who are homeless. The services 
that Front Steps provides at the ARCH are only part of the solution, and we are invested in 
finding new and innovative ways to help eliminate homelessness in Austin. 

When it comes to service delivery, Front Steps uses Housing First and Harm Reduction 
principals, as well as the Coordinated Entry Process. Front Steps was at the forefront of 
implementing Coordinated Entry (CE), with the first direct staff administering Coordinated 
Assessments (CA) with individuals experiencing homelessness. Front Steps utilizes the local 
Homeless Management Information System (HMIS) as administered by Ending Community 
Homelessness Coalition (ECHO), Service Point, to track and rep01i basic client information. 
Currently, Front Steps is the largest user of HMIS in the City of Austin. 

Front Steps will operate the ARCH under the following Principals of Service Delivery: 

• Housing First 
• Emphasis on Strategies for appropriate diversion from shelter 

15 I Page 
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• Low -barrier access to shelter 
• Case Management available to all staying in shelter 
• Prioritization of shelter beds/mats 
• Day Resource Center only available to shelter guests 
• Oversight and management of entrance and area outside shelter, including outreach to 

people camping outside the shelter 

Front Steps is fully committed to incorporating the recommendations from NAEH and the City 
of Austin. We believe we are most qualified because we have proven experience providing 
shelter and housing services to people experiencing homelessness in our community, many who 
are chronically homeless. Front Steps also has the capacity to leverage other funding sources 
and has well established connections in the community. Front Steps has the skill and expertise to 
implement the recommended changes quickly and efficiently. 

16 I P a g e 
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TAB 4: References 

• Reference I 
• Reference 2 
• Reference 3 
• Attached monitoring reports 

0 May 20 I 6 Americorps Monitoring Report 
0 20I6-20I 7 Mid-Year Report 
0 20I6-20I7 Final Report 
0 20I7-20I8 Mid-Year Report 
0 20I8 Desk Based File Review 
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TAB 4- References 

Reference 1: 

Agency: OneStar 

Agency contract manager name and title; phone number; and email address 

Jaclyn Kolar, Manager 
(512) 287-2049 
J ac I vn(i/ioncstarlc1 un dati on. org 

Year contt·act was awarded, length of contract, annual and total value of contract 

Year contract was awarded: FY 2007-2008 

Annual: 
• FY 2007-2008: $152,513 
• FY 2008-2009: $352,935 
• FY 2009-20 I 0: $328,669 
• FY 2011-2012: $305,320 
• FY 2012-2013: $299,000 
• FY 2014-2015: $403,000 
• FY 2015-2016:$455,000 
• FY 2016-2017: $455,000 
• FY 2017-2018:$455,000 
• FY 2018-2019: $455,000 (Approved) 

Total managed over 9 years= $3,206,437 (Average= $356,270 annually) 

Attach all monito1·ing reports received during the most recent te1·m of administering the 
refe1·enced contracts. 

See Attached documents: 
• May 2016 Amcricorps Monitoring Report 
• 2016-2017 Mid Year Report 
• 2016-2017 Final Report 
• 2017-20!8MidYearRepot1 
• 2018 Desk Based File Review. 
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Reference 2: 

Agency: Central Health 

Agency contract manager name and title; phone number; and email address 

Johnathan A. Morgan,Interim Executive Director 
Community Care Collaborative 
5 I 2-978-9288 
Jonathan.Morgan@centralhealth.net 

Year contmct was awarded, length of contmct, annual and total value of contract 

Year Contract was awarded: October 2010 

Length of Contract: Annual- Reimbursement Contract 

October 2010- September 30,2017: $2,285,440 
October 1, 2017 -July 31,2018:$643,500 

Total Value of Contract: October 201 0-July 2018 - $2,928,940* 

*Note: This contract is based on a daily rate by occupancy, so yearly amounts vary 

Attach all monitoring reports received during the most recent term of administering the 
refe1·enced contracts. 

Central Health monitored us in 2018, however, Central Health has not provided us to date with a 
feedback or monitoring report. There were no findings, so we were not provided a report. 

There was no monitoring done by Central Health in FY 2016-2017. 
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Reference 3: 

Agency: I-IUD 

Agency contract manager name and title; phone number; and email address 

Valerie Reed-Sweed, Senior CPO Representative 
210-475-6846 
V alerie.M.Reed-sweed@hud.gov 

Year contract was awarded, length of contract, annual and total value of contract 

Year Contract was awarded: 20 II 
Length of contract- 12 Months 

Total Value of all Contracts- (2011- August 2018): $2,807,788 

Attach all monitoring reports received during the most recent term of administering the 
referenced contracts. 

There was no monitoring performed by I-IUD during FY 2016-2017 or YTD FY 2017-2018. 
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Legal Applicant Name: 

Program Name: 

Date of Report: 

Reviewers: 

Monitoring Visit Dates: 

AmeriCorps Monitoring Report 

Front Steps 

Keep Austin Housed 

May 27, 2016 

Jaclyn Kolar, Mary Voorhies 

May 17- 19, 2016 

The AmeriCorps Program is required to submit documentation to OneStar to support correction for 
Action Items as noted below. All other documentation must be maintained on site and is subject to 
review. In addition, any changes or significant events that occur at the AmeriCorps Program should be 
documented and reported to OneStar. This report will be re-released upon resolution of all items. 
Should resolution not occur, OneStar reserves the right to implement enforcement actions per the Grant 
Award Terms and Conditions. 

SCOPE OF REVIEW 
Modules 

l> Module E I Member Files 

• 2013-2014 members: Roya Jamshidi, Stacy Lucas, Jacklyn Mann 

• 2014-2015 members: Shirley Aldana, Sarah Cohn, Kathryn Mattner, Katherine Scheidler 

• 2015-2016 members: Eulla Allen, Blake McCoy, Christina Steyer 

l> Module F I Staff NSCHC Files 

);> 

);> 

• Katie Kis, Program Assistant 

• Rachel Lawerence, Site Supervisor at SafePiace Resource Advocacy 

• Danette Lopez Garza, Site Supervisor at Foundation Communities 

Module G I Member Interviews 

• Maya Bruck • Nima Khazei 

• Richard Chiou • Amanda Pierce 

• Christelle Joseph • Cory Smith 

Module H I Host Sites 

• Site Visit: Family Eldercare: Service Coordination- 21 Waller St., Austin, TX 78702 

• Members Observed: Mary Martin 

• Site Supervisor Interview: Andrew Rivera, RBJ Service Coordination Team Leader 

• Site Visit: Casa Marianella: Posada Esperanza- 5104 Rainbow Ridge, Austin, TX 

• Members Observed: Shelby Bachelder, Brittany Hirschorn, and Julia White 

• Site Supervisor Interview: Patti McCabe, Program Director 

• Site Visit: Front Steps: SSVF- 2201 South IH 35, 78741 

• Members Observed: Justine Ealy 

J;> Fiscal Review for Fixed Grants 

1 
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PROGRAMMATIC ACTION ITEMS 

TIMESHEET$ 

1. Errors in Correctly Calculating Time 

ISSUE: On a few of the member timesheets, the total hours entered did not accurately reflect 
the clock in and out time entered in the notes of the member's timesheets. Please reference 
the separate "Timesheet Review" spreadsheet for a full list of issues found on timesheets for the 
members listed below. 

Additionally, some of the timesheet totals did not match what the program had reported in 
eGrants when exiting members. Below is a summary table outlining the total hours listed in 
eGrants (eGrants Total), the total hours from the original timesheet approved by program 
(Original Hours Total from Timesheets), and the new total hours after accounting for discovered 
errors on the timesheets (New Hours Total). 

ORIGINAL NEW HOURS 
HOURS TOTAL TOTAL 

EGRANTS FROM (CALCULATED 
MEMBER NAME HOURS TOTAL TIMESHEETS BYONESTAR) NOTES 

 1744 1704 1704 Questions on some activities 
that may disallow hours (see 
item 2 in this report) 

 1700 1700 1698 Hours not accurately recorded, 
and questions on some hours 
(see item 2 in this report) 

 1698 1698 1683 Hours not accurately recorded, 
and questions on some hours 
(see item 2 in this report) 

 1711 1720 1720 It appears the last day of hours 
was not counted in eGrants 
total 

Applicable Grant Requirement 
Timekeeping. The grantee is required to ensure that time and attendance recordkeeping is 
conducted by the AmeriCorps member's supervisor. This time and attendance record is used to 
document member eligibility for in-service and post-service benefits. Time and attendance 
records must be signed and dated both by the member and his/her supervisor. 

ACTION: At this point the breadth of the incorrect time reporting issue is unclear. In order to 
determine the severity of the issue, please review all timesheets from the current and past two 
years (2013-14, 2014-15 and 2015-16) and report in the program response below which 
members have (A) detailed time in and out entered in the comments, and/or (B) detailed 
comments with questionable activities. Please report these as two separate categories, and if a 
member falls into each category list them twice, please also list which program year the 
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timesheet is from. OneStar will provide next steps on the type of review to do after receiving 
this information. 

Please also review timesheets for the four members listed above. In conjunction with the 
answers to item 2 in this report, please determine and confirm the correct total hours accrued 
by each member. 

Program Response: 

Members with Detailed Times in Description 

Member Name Year of Service Notes on Hours 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2014-2015 Member still above 1700 
hours after correction. 

 2014-2015 Member still above 1700 
hours after correction. 

 2014-2015 Member still above 1700 
hours after correction. 

 2014-2015 Member still above 1700 
hours after correction. 

 2014-2015 Member still above 1700 
hours after correction. 

Members with Questionable Activities 

Member Name Year of Service 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

 2013-2014 Member still above 1700 
hours after correction. 

2013-2014 Member still above 1700 
hours after correction. 
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Kate Lerdahl 2013-2014 Member still above 1700 I 
hours after correction. 

Keep Austin Housed reviewed all files from 2013-present and found ten out of approximately 90 files 
that had detailed times listed. Of those, we did not find any members with disallowed hours that would 
move them below the 1700 hour minimum. Additionally, we found six members who listed questionable 
service activities, all of which were fund raising oriented. Of those, none of the disallowed hours moved 
them below the 1700 hour minimum required to be eligible for the education award.* 

*This does not include two members,  who were reviewed by OneS tar 
and found to be below the minimum 1700 hours. See program response in item two. 

OneSt Thank you for the thorough review of member timesheets. Please take the 
following actions to resolve the issue: 

a) Print out copies of the timesheets that required corrections for each member listed 
above and mark the corrections; keep these updated timesheets in the member file. 

b) If possible, update OnCorps to show correct hours served. 
c) Write a memo to keep in the member file that documents that this issue was found 

as the result of an OneStar monitoring visit, the total hours reported in eGrants, a 
summary of the issues found, and the new total hours. This memo will serve as 
documentation that the correct total hours do not match what is reported in 
eGrants. 

d) Please submit items A and C with the program response for the following members: 
Laurel Gray, Kristen Focht, and Annelie Day. 

As part of a secondary review oftimesheets to verify Keep Austin Housed's review, please 
submit timesheets for the following members: 

•  (2013-14) 
•  (2013-14) 
•  (2014-15) 

Please describe what steps Keep Austin Housed has taken to ensure correct hours are recorded 
and approved for every member. JK 7/5/2016 

Program Response: All timesheets have been corrected and placed in the member files along 
with a memo explaining the corrections and how the issue was discovered. I have placed items A 
and C in the Drop Box File for L  and  

 and  in the 
Drop box folder. 

OneStar f<es:;.ynse: Thank you,  and  timesheets and 
memos have been review and approved. 

It does not appear that  and  timesheets were saved in 
Dropbox. Please try re-uploading. 
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Please describe how Keep Austin Housed has improved timekeeping procedures to ensure 
correct hours are recorded and approved for every member. Please also describe how Keep 
Austin Housed has or will strengthen its training for members on allowable versus unallowable 
fund raising activities. JK 7/31/2016 

Program Response: 's timesheets should now be 
present in the Drop box folder. 

Keep Austin Housed Assistant has been re-trained on timesheet reviews and is reviewing all 
timesheets that have been submitted and approved to address any red flags that appear on 
timesheets. Additionally, we will be building in quarterly trainings on allowable activities to 
ensure that members are reminded of what they are not allowed to count hours for. 
Additionally, KAH Coordinator will be updating Site Supervisor Training materials with specific 
examples of timesheets that should be rejected and having them do practice timesheets during 
our first training in August. 

Or<·Star Timesheets have been reviewed and verify KAH's self-audit of timesheets. 
Thank you for the description of strengthened processes to ensure members are only recording 
service hours for allowable activities. Item resolved- JK 8/12/2016 

2. Activities on Timesheet 
RELATED ISSUE: Two members ( s) had fund raising activities 
reported in the comments that were not coded as fundraising activities, or otherwise 
questionable service activities as outlined below. Three members , 

 have reported hours that do not seem to match the activities reported in 
the comments. 

Applicable Grant Requirement 

• § 2520.40 Under what circumstances may AmeriCorps members in my program raise 

resources? 

(a) AmeriCarps members may raise resources directly in support of your program's 
service activities. 
(b) Examples of fundraising activities AmeriCorps members may perform include, but are 
not limited to, the following: 
(1) Seeking donations of books from companies and individuals for a program in which 
volunteers teach children to read; 
(2) Writing a grant proposal to a foundation to secure resources to support the training 
of volunteers; 
{3) Securing supplies and equipment from the community to enable volunteers to help 
build houses for /ow-income individuals; 
(4) Securing financial resources from the community to assist in launching or expanding 
a program that provides social services to the members of the community and is 
delivered, in whole or in part, through the members of a community-based organization; 
(5) Seeking donations from alumni of the program for specific service projects being 
performed by current members. 
(c) AmeriCorps members may not: 
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(1) Raise funds for living allowances or for an organization's general (as opposed to 
project) operating expenses or endowment; 
{2} Write a grant application to the Corporation or to any other Federal agency. 

ACTION: Please review the questionable or unclear activities noted below and determine what 
the correct number of hours is and which category of service it is (direct service, training, or 
fundraising); in the program response indicate the correct hours for each day. This may entail 
retracing detailed program attendance records and contacting these former members and/or 
their supervisors to determine what these activities were. For any of the noted fundraising 
activities, please provide justification for why the program considered these to be allowable 
hours. Please use the answers to these questions to determine the correct total hours reported 
in Item 1 of this report. 

 
• December 3: Attended legal clinic fund raiser 7-8. 

• March 26: Annual Fund raiser event 3-10. 
• April 26: 3.5 hours recorded, but comments show home sick. 

 
• January 19: MLK Day, 0 hours recorded, 9.5 in comments, unclear which is correct 
• Feb 21: Comments in overall timesheet have questions on this day, although no hours 

were recorded. 
• March 13: Overlapping times and confusing to determine the correct hours 

• March 25: No end time listed, total hours are unclear 
• May 13: Question on canceled training, should there be an additional 7 hours recorded? 

 
• January 28: Comments said "Closed Due to Weather" but recorded 8 hours. 
• February 7: Comments said "Closed Due to Weather" but recorded 8 hours. 
• April14: Foundation for the Homeless Golf Marathon fundraising event at Grey Rock 

Golf Club. (8 hours) 
• May 26: 8 hours recorded, no description, it was Memorial Day. 
• Apr 8: question in comments, so unclear how many hours it is actually? Comments 

show 9.5, 12.5 recorded. 

Program Response: We have listed our responses to each questionable activity in blue as well as 
the members adjusted total hours: 

 
• December 3: Attended legal clinic fundraiser 7-8: Unallowable. Fundraiser did not 

directly benefit Casa Marianella. 
• March 26: Annual Fund raiser event 3-10: This fundraiser was allowed because it 

exclusively directly benefits Casa Marianella's direct service program, which is the 
shelter that Jacklyn worked in. It should be recorded under "fundraising." 

• April 26: 3.5 hours recorded, but comments show home sick: KAH Coordinator spoke 
with Jacldyn regarding this description and she concluded that because her volunteer 

6 



events were priority that no one else could cover she went in to cover the event and 
then left due to illness. She said that she included the description to note why she didn't 
have hours for her complete shift that day. Hours were direct service. 

• Corrected Total for Jacklyn Mann: 1699 (Original Total: 1700-1 on December 3'd) 

 

• January 19: MLK Day, 0 hours recorded, 9.5 in comments, unclear which is correct: 
Safe Place Resource Advocacy was not closed for MLJ< Day. Shirley worked as the 
description states. Should have recorded 9.5 hours under direct service. 

• Feb 21: Comments in overall timesheet have questions on this day, although no hours 
were recorded: Shirley was correct not to count hours for 2/21 as it was a general 
fundraiser. 

• March 13: Overlapping times and confusing to determine the correct hours: It appears 
that she should have listed the first time as 9:00-12:30. However, if her meeting with 
Cema (site supervisor) didn't start until1:30, the total number of hours for the day is 
correct and coded properly. 

• March 25: No end time listed, total hours are unclear: Life Skills classes consistently end 
at 9:30pm throughout Shirley's timesheets, which matches the time recorded here. 

• Apr 8: question in comments, so unclear how many hours it is actually? Comments 
show 9.5, 12.5 recorded: This was originally listed under Stacy Lucas, but looks like it 
was meant for Shirley. It is unclear based on the comments why she listed 12.5, except 
that she thought it might have been the cyber safety workshop, but supervisor 
confirmed that the workshop was not on Apr 8. Therefore, I believe 9.5 is the correct 
number for Apr 8 under client services. 

• Corrected Total Hours for Shirley Aldana: 1704 (Original total: 1698 + 9.5 on Jan 19'h-
3 on Apr 8th) 

 
• January 28: Comments said "Closed Due to Weather" but recorded 8 hours: Stacy 

confirmed that she did not work these hours and counted them as a staff member 
would count paid time off. Hours should be disallowed. 

• February 7: Comments said "Closed Due to Weather" but recorded 8 hours: Stacy 
confirmed that she did not work these hours and counted them as a staff member 
would count paid time off. Hours should be disallowed. 

• April14: Foundation for the Homeless Golf Marathon fundraising event at Grey Rock 
Golf Club. (8 hours): Confirmed with Stacy that these hours were for a general 
fundraiser. Hours should be disallowed. 

• May 26: 8 hours recorded, no description, it was Memorial Day: Stacy confirmed that 
she did not work these hours and counted them as a staff member would count paid 
time off. Hours should be disallowed. 

• Apr 8: question in comments, so unclear how many hours it is actually? Comments 
show 9.5, 12.5 recorded: This appears to be an error? Stacy's timesheet shows 8 hours 
recorded and there are no questions in the comments. 

• Corrected Total Hours for Stacy Luc<Js: 1672 
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 Corrected Total Hours for Sarah Cohn: 1720. The time reported on her last time 
sheet was not included in eGrants. 

OneSt zr Thank you for this review. Based on this information it seems that two 
members dropped below 1700 hours, and one member exited for CPC reasons rose above 1700 
hours. Please confirm that the following changes are accurate, and to the best of Keep Austin 
Housed's knowledge, the only members that will have ed award affected by the timesheet 
review: 

Member Original Hours Correct Total Hours Comments 

 1700 1699 

   
 1698 1704 CPC exit, now over 

1700 hours 

Once the secondary review and verification in item 1 has taken place, OneStar will be able to 
provide next steps on repayment to the National Service Trust, and how to handle Shirley 
Aldana's increase in education award. JK 7/5/2016 

Program Response: The hour totals above are correct to the best of KAH staffs knowledge and 
are the only members that will have ed awards affected by the timesheet review. 

OneSt.zr ''espon' ,., Once additional timesheets have successfully been uploaded for item 1, and 
the scope of the issue is verified, OneStar will provide next steps. No program response 
required at this time. JK 7/31/2016 

OneStar lidate: The scope of the issue has been verified, and OneStar has determined that 
18% of member timesheets reviewed during the scope of this monitoring visit had changes to 
their hours, and that this is not indicative of gross negligence, nor were the members culpable. 
Therefore, only partial education awards will be disallowed for Jacklyn Mann and Stacy Lucas for 
the unearned portion of their education award. 

Calculation for  Of 1700 hours required to earn the education award for aFT member, 
1699 hours were earned and 1 hours were unearned. (1/1700) x $5,550 (2013-2014 FT 
education award)= $3.24 
Calculation for S : Of 1700 hours required to earn the education award for aFT member, 
1672 hours were earned and 28 hours were unearned below 1700. (28/1700) x $5,550 (2013-
2014 FT education award)= $90.59 

Total owed: $93.83 

OneStar will send a separate email with instructions on how to process the partial repayment of 
the education award for Jacklyn Mann and Stacy Lucas. Do not update total hours in eGrants. 
Members will still have access to their full education award. Please acknowledge in program 
response once the check has been sent to CNCS based on email instructions. 
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will be eligible for a full education award. Please complete the following steps to 
make this adjustment: 

a. Update her total hours on her exit form in eGrants to 1704 hours. She should remain 
listed as eligible for partial award, since she left for CPC reasons before her term ended. 
However, the update in total hours will make the full amount of her award available to 

her. 
b. Please attempt to contact  to notify her of this change, and document 

communication in her member file. 
c. Please write and submit a memo explaining the change in her education award based on 

the increase in total hours. 
JK 8/12/2016 

Program Response:  hours have been updated in eGrants, she has been notified via 
email and a memo has been added to her member file. I have submitted the email notification 
and the memo in Dropbox. 

PERFORMANCE EVALUATIONS 

3. Missing End of Term Evaluations 

ISSUE: Three members (  ended their terms of 

service early and did not have end-of-term performance evaluations completed in their member 

file. Additionally, Stacy Lucas completed her full term of service and does not appear to have an 

end of term evaluation in her file. Programs are required to complete an end of term 

performance evaluation for all members, regardless of the length of their term. 

Applicable Grant Requirements: 
§ 2522.220 What are the required terms of service for AmeriCorps participants? 
(c) Participant evaluation. For the purposes of determining o participant's eligibility far an 
educational award os described in§ 2522.240(a) and eligibility to serve o second or additional 
term of service as described in paragraph (c) of this section, each AmeriCorps grantee is 
responsible for conducting a midterm and end-of-term evaluation. A mid-term evaluation is not 
required for a participant who is released earlv from a term of service or in other circumstances 
as approved by the Corporation. 

ACTION: Please contact the former site supervisors, and members to see if the program can 
complete the missing evaluations for  

 If the member is unavailable to sign, please have the site supervisor complete the missing 
evaluation and include a note that the member was unavailable to sign. In either case, please 
submit the completed evaluation for OneStar review. 

If neither the site supervisor nor member are available to complete and sign, or the program 
believes the member's term of service was too brief to accurately complete a performance 
evaluation, please submit a memo to OneStar for review and to place in the Member's file 
documenting that this issue was found as the result of a OneStar monitoring visit, the reason 
why the review is missing, what steps the program has taken to correct this moving forward, 
and responses to following required questions: 
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I. Member has completed the required number of hours 
II. Member has satisfactorily completed assignments, tasks, and projects, for those 

participants released from service early, whether the participant made a 
satisfactory effort to complete those assignments, tasks, and projects that the 
participant could reasonably have addressed in the time the participant served 

Ill. Member has met other performance criteria that were clearly communicated at 
the beginning of the term of service. 

Please also review all early exiting members from the current and past two program years 
(2013-14, 2014-15, and 2015-16) to ensure that the above steps have been taken for all 
members. Please confirm that all members have end of term evaluations or a memo in lieu of 
the evaluation. 

Program Response: Memos for the above listed members have been added to the Drop box 
folder and all files have been checked to ensure that final evaluations are present. 

Onf;St:,:· Thank you for the memos, however the three questions outlined in the 
Action above must be included in the memos. Please update  
memos to respond to the following questions: 

I. Member has completed the required number of hours 
II. Member has satisfactorily completed assignments, tasks, and projects, for those 

participants released from service early, whether the participant made a 
satisfactory effort to complete those assignments, tasks, and projects that the 
participant could reasonably have addressed in the time the participant served 

Ill. Member has met other performance criteria that were clearly communicated at 
the beginning of the term of service. 

Please update  memos to answer question 1 regarding 
completion of hours. Additionally, please confirm any other memos created as part of this 
action item have been updated to reflect responses to all three questions. JK 7/5/2016 

Program Response:  memos have been corrected to reflect their 
completion of hours and added to the Drop Box folder. All other evaluations were present upon 
member file review, except for those listed above. 

OneStc:r :.e ::<m ,e: Thank you for providing updated memos for  
It does not appear that updated memos were provided for  
Please see the underlined request above, and supply updated memos for these two members. 
JK 7/31/2016 

Program Response: Memos for E have been updated, placed in 
their files and added to the Dropbox file. 

C:11::Star :espnnse: Thank you. Item resolved-JK 8/12/2016 

4. Incomplete End of Term Evaluations 
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RELATED  end of term evaluation was missing responses to whether or not 

he completed all service hours, and whether or not he met other performance criteria.  

 end of term evaluation is missing a member signature. When possible, members 

should always be signing end of term evaluations to acknowledge their standing with the 

program upon exit and their eligibility to serve additional terms of service. 

ACTION: Please complete the missing sections on B  end of term evaluation and 
submit to OneStar. The member and site supervisor or program staff should initial changes on 
the evaluation, if Blake or the site supervisor are unavailable to initial, please include a memo or 
note explaining why. If  is available to sign the end of term evaluation, please have her 
do so and submit to OneStar, if she is not please include a note or memo explaining why there is 
no member signature and submit to OneStar. 

Program Response: A corrected version of end of term evaluation has been 
added to Dropbox and the member file. site supervisor initialed the changes and she and 
Blake's signature are both present. A memo was added to Drop box and the member file 
explaining Christina Steyer's missing signature on her end of term evaluation. 

Thank you, item resolved- JK 7/5/2016. 

NATIONAL SERVICE CRIMINAL HISTORY CHECKS 

5. State Not Reporting on NSOPW 

ISSUE: The state of Michigan was not reporting when  NSOPW was run. It is 

required that all states are reporting when an NSOPW is run, or a supplemental check of the 

non-reporting state must be run before an individual starts service or performs activities on the 

grant. 

Applicable Grant Requirement 
CNCS NSCHC FAQ 
4.7. What steps should I take if I discover that a state's sex offender registry site is inoperative 
when I am conducting the NSOPW check? You are required to perform the NSOPW check until 
all state registries are cleared. The result will indicate whether or not any state systems were 
inoperable during that search. If the check is not complete, you must re-check the NSOPW before 
the person starts service to rule out the possibility that the applicant may be registered in the 
state(s) system(s} that was not connected to the NSOPW system when you performed the first 
check. You may also supplement the first NSOPW check by checking the state registr(ies) that are 
out of service. You should pay special attention to the applicant's state of residence and state of 
service. 

ACTION: CNCS issued new guidance regarding the National Service Criminal History Check 
Assessment Period (effective October 14, 2014-December 5, 2014), and this guidance resulted in 
CNCS instituting a moratorium on collection of costs related to pending NSCHC findings while 
the assessment was taking place. As stated by CNCS in this guidance, "any findings of non-
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compliance identified during routine monitoring for past national service participants and staff 
will also not be disallowed if you can demonstrate you completed the self-assessment process, 
took corrective action, and are now compliant." While on site, OneStar staff reviewed the 
NSCHCs for all above listed AmeriCorps members and confirmed that while  had a 
non-compliant components, she had exited before the assessment period. All member and staff 
files reviewed had the required NSCHC components completed. Therefore, no costs will be 
disallowed at this time. Please describe how Keep Austin Housed will ensure 100% compliance 
with NSCHC components in the future. 

Program Response: Keep Austin Housed will be following OneStar's requirement that staff be 
trained or re-trained annually on NSCHC components and the program's policies and procedures 
have been updated to reflect all updates, including the requirement to maintain out of state 
background check results. In addition, bi-annual file monitoring has been implemented in the 
program's policies and procedures. 

OneSLr ::e·:::onse: Thank you, item resolved -JK 7/5/2016. 

6. Late NSOPW and State of Texas Check 

ISSUE: Member files include evidence of a National Service Criminal History Check which 
includes the state of service/residence check, the National Sex Offender Website (NSOPW), and 
FBI Fingerprint checks. One member and one site supervisor in 2014-15 had late NSCHC checks. 
Please note that cells highlighted in pink have non-compliant NSCHC components . 

DATE . 

INDIVIDUAL RECURRING .. STATE OF STATE OF 
BEGAN NSOPW ACCESS TO FBI.CHECK SERVICE CHECK RESIDENCE 
SERVICE/ CHECK . .VULNERABLE I NIT A TED INITI~JED 

PROGRAM YEAR & NAME WORK ... (DATE) POPULATION; (DATE) (DATE 

 
 9/2/2014 9/8/2014 Yes 8/11/2014 9/8/2014* 

D  
 9/15/2014 9/16/2014 Yes 8/20/2014 9/16/2014* 

*State of Service checks are not highlighted in pink, because the FBI fingerprinting check was 

initiated on time and this check includes a State of Texas check. 

Applicable Grant Requirement: 

INITIATED 
(DATE) 

§ 2540.204 When must I conduct a National Service Criminal History Check on an individual in 
a covered position? 
(a) Timing of the National Service Criminal History Check Components. 
(1) You must conduct and review the results of the nationwide NSOPW check required under 
§2540.203 before an individual in a covered position begins work or starts service. 
(2) You must initiate state registry or FBI criminal history checks required under §2540.203 
before an individual in a covered position begins work or starts service. You may permit an 
individual in a covered position to begin work or start service pending the receipt of results from 
state registry or FBI criminal history checks as long as the individual is not permitted access to 
children age 17 years or younger, to individuals age 60 years or older, or to individuals with 
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disabilities, without being in the physico/ presence of an appropriate individual, as described in 
§2540.205{g) afthis chapter. 

ACTION: CNCS issued new guidance regarding the National Service Criminal History Check 
Assessment Period (effective October 14, 2014-December 5, 2014), and this guidance resulted in 
CNCS instituting a moratorium on collection of costs related to pending NSCHC findings while 
the assessment was taking place. As stated by CNCS in this guidance, "any findings of non
compliance identified during routine monitoring for past national service participants and staff 
will also not be disallowed if you can demonstrate you completed the self-assessment process, 
took corrective action, and are now compliant." While on site, OneStar staff reviewed the 
NSCHCs for all above listed AmeriCorps members and staff and confirmed that while the NSCHCs 
had late components, they were all initiated and corrected before the assessment period ended. 
The program demonstrated corrective action was taken by initiating all checks before the 
assessment period. All member and staff files reviewed had the required NSCHC components 
completed. Therefore, no costs will be disallowed at this time. Please describe how Keep Austin 
Housed will ensure 100% compliance with NSCHC components in the future. 

Program Response: Keep Austin Housed will be following OneStar's requirement that staff be 
trained or re-trained annually on NSCHC components and the program's policies and procedures 
have been updated to reflect all updates, including the requirement to maintain out of state 
background check results. In addition, bi-annual file monitoring has been implemented in the 
program's policies and procedures. 

Thank you, item resolved- JK 7/5/2016. 

7. State of Residence -Georgia 

ISSUE: E had a State of Residence check for Georgia that was run through a third party 

vendor, Asurint. While the check was run through a compliant state repository, the name-based 

check that was performed through this repository only searches for felony crime convictions 

charges, which is not acceptable. In reviewing the criminal history check options through the 

CNCS approved repository, Georgia Bureau of Investigation - Georgia Crime Information Center, 

it appears the only way to obtain full criminal history records through the repository is with a 

fingerprint based search. 

Applicable Grant Requirement: 
CNCS's Designated Statewide Criminal History Repositories and Alternatives 
Georgia: Note: The name-based Georgia Felon Search service is not acceptable since it only 
presents felony crim~ convictions. You must obtain the criminal history from the Georgia Crime 
Information Center's statewide full criminal history system 

ACTION: Please review the CNCS approved repositories with notes found here: 
httP://www. natio na lse rvice .gov I sites/ d efa u lt/fi les/ resource/table-of -d esig nated-sta te
repositories-and-alternates-04-04-16.pdf, and compare to what type of check was run through 
Asurint. Please indicate whether or not Keep Austin Housed believes the check was compliantly 
run or not and if you believe it to be compliant, please include detailed justification for why. 
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Program Response: After speaking further with Asurint and combing through records, it is 
evident that the check run through Asurint only searches for felony crime convictions despite 
the fact that the check is run through a compliant state repository. As a result, Keep Austin 
Housed will no longer be using Asurint to run out of state criminal history checks. 

OneS tar Thank you for researching this check and making the programmatic decision 
to no longer use Asurint. Because Eulla Allen's state of residence check was not a compliant 
check, OneStar will be using the NSCHC Risk Based Disallowance Matrix provided by CNCS to 
determine the amount of disallowance. 

Member I·· Level. of Mitigation . Disallowance Mitigatio~ Notes ~rid Justification 
Name (determined by Amount ......... · ·.· ··. OrieStar} .·· . • 

 Substantial $250 Program documented that accompaniment 
Mitigation was not required, adjudicated a sex 

offender check before member began 
service, and initiated an FBI fingerprinting 
check on time. 

Total $250 

Based on the analysis above, the total disallowed costs will be $250 for  NSCHC. 
Please see NSCHC Disallowance Summary_KAH for the summary of disallowed costs. Please 
take the following actions: 

• Using the "NSCHC Disallowance PER" form provided for your next PER submission. 

• In addition to your requested reimbursement based on hours served, please also enter 

the total disallowance of ($250.00} in CNCS Share Section I, line J- "NSCHC 

Disallowance." 

• At year-end, OneStar will reconcile total hours in eGrants with the PER draws to ensure 

that the $250 disallowed above was not included in the reimbursements. 

JK and MMV 7/5/2016 

Program Response: Keep Austin Housed understands the process for the disallowance and will 
include the Disallowance PER form for our next PER submission. 

0.1eScar Thank you. OneStar will indicate resolution of this item once the next PER is 
received and processed. No program response is required at this time. JK and MMV 7/31/2016 

MEMBER SUSPENSIONS 

8. Member Suspensions 

ISSUE:  last day of recorded service hours was 11/21/2014, and she was 

exited from eGrants on 1/8/2015. Keep Austin Housed has a memo on file explaining the 
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discrepancy of end dates for  Because it was more than one full pay period 

without service hours,  should have been suspended in eGrants. 

Applicable Grant Requirement: 

CNCSFAQ 
C. 26 How should a program handle a situation when a member serves no hours during a pay 
period? Situations in which a member serves zero hours during a pay period should be very rare 
and the member should be suspended if there are periods in which no service is performed. 
Otherwise, since the living allowance is to be distributed evenly over the service period, it should 
be paid regardless of the number of hours. However, a member's agreement could also stipulate 
conditions under which the living allowance is paid and what the member should do if a period 
occurs in which no hours are served. The agreement could also stipulate the minimum number of 
hours required during each service period. 

ACTION: Because this is a Fixed Amount Grant, there are no living allowance costs to disallow. 

Fixed award grant reimbursements are based on hours served, not expenses incurred. No hours 

were served between 11/21/2014 and 1/8/2015 so there was no reimbursement request 

between the last day of service and the exit date for this member. For this reason OneStar is 

not disallowing the living allowance paid to the member during the period in which no hours 

were served. Please describe what policies and procedures the program will put in place to 

ensure in the future that members are properly suspended when not serving hours for more 

than one full pay period. 

Program Response: Keep Austin Housed put new policies and procedures in place immediately 
following  exit from the program in order to prevent members from receiving 
a living stipend while inactive and members are made aware of this policy during orientation. 

Onc:SLr ::esnonse: Thank you for the prompt action. Please share a copy of the new policy and 
procedure. JK 7/5/2016 

Program Response: A copy of our updated suspension policy has been placed in the Drop box 

folder. 

.·on "Thank you for this policy, can you please also address in the policy how 

member suspension in eGrants aligns with stipend payment and leave. JK and MMV 7/31/2016 

Program Response: The policy has been updated to reflect a suspension in eGrants aligning with 

the suspension of payment based on service time and added to Drop box. 

OneS .. ar Thank you. According to the FAQ below, it is allowable for a program to set 

a minimum number of days in a pay period for a member to be considered active, however this 

must be included in the Member Service Agreement. Please add this to the 2016-17 MSA, which 

will be approved during Program Readiness Review. 
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C. 26 How should a program handle a situation when a member serves no hours during a pay 

period? Situations in which a member serves zero hours during a pay period should be very rare 

and the member should be suspended if there are periods in which no service is performed. 

Otherwise, since the living allowance is to be distributed evenly over the service period, it 

should be paid regardless of the number of hours. However, a member's agreement could also 

stipulate conditions under which the living allowance is paid and what the member should do if 

a period occurs in which no hours are served. The agreement could also stipulate the minimum 

number of hours required during each service period. 

JK & MMV 8/16/2016 

Program Response: The stipend/leave policy has been added to the Living Allowance section in 

the MSA and added to the Dropbox for your review. 

MEMBER SERVICE AGREEMENTS 

9. End Date on MSA 

ISSUE: Two members,  had incorrect end of term dates listed 

in the MSA. The date listed was 8/31/2014; however, since this date is before her start of 

service, it appears to be a typo and that the actual end date should be 8/31/2015. 

Applicable Grant Requirement 
Programs must ensure that member service agreements are consistent and completed correctly 
so that the member and program are aware of the obligations they are entering into and fully 
understand the terms of the agreement. For both start and end dates, the intended dates and 
the dates on all applicable forms should align. In addition, a member's term of service is defined 
by OneStar as the minimum service hours required plus the specified duration of the term of 
service (start and end date)- if a member has agreed to the terms of the service agreement, 
then it is expected that the member will serve until the specified end date. 

2014-15 Terms and Conditions 
1.18: Term of Service means the member's term of service defined os the duration, hours 
required, and ony other program-specified requirements that a member shall complete to 
successfully earn an educational award. The duration of the Term of Service shall fall within the 
Sub-Grantee's approved budget period. 

ACTION: Please verify that the actual end date should be 8/31/2015. If so, please update the 
MSA to reflect the correct end date and have changes initialed by Keep Austin Housed program 
staff and member. If the member is unavailable to initial, please write a memo explaining that 
this error was found during an OneStar monitoring visit and that the member is no longer 
available to initial changes. Please submit updated MSA and, if necessary, the accompanying 
memo. 

Program Response: The corrected MSAs and accompanying memos have been placed in the 
Drop box folder. 
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OneStar !<esponse: Thank you, item resolved -JK 7/5/2016. 

FISCAL ACTION ITEMS 

o No fiscal action items/issues. See continuous improvement section below. 

HOST SITE AND MEMBER INTERVIEWS 
Overall, the interviews demonstrated that members are knowledgeable about the program and receive 

strong ongoing support from program staff to complete their service effectively. Site supervisors and 

members interviewed were committed to the mission of the organization and were confident in the 

positive impact they and the program have on the lives of those served. OneStar staff also asked for 

interviewees to share their thoughts or suggestions for program improvement. 

Areas of strength and best practices noted during the interviews: 

• Members were passionate about their service and the impact they're making with their clients. 
• Members had positive comments on the training and team building activities that occurred 

throughout the program year. Members seemed to have developed a real personal connection 
with their fellow members, and rely on one another for support and resources. Self-care 
training stood out as one of the most helpful trainings. 

• Members were knowledgeable about Prohibited Activities and are familiar with required 
documents such as their Member Service Agreement, position descriptions and member 
handbook. 

• Members had great things to say about Keep Austin Housed staff, including the responsiveness 
of staff, clear communication and overall support provided to members. 

• The member recruitment/placement process was reported as being smooth from both the 

member and site supervisor side. Quick communication and a clearly established process 

seemed to be key in a few members choosing to serve with Keep Austin Housed. 

• Site supervisors rated the management of the program extremely high, and were happy with 

the leadership, positivity, and organization of the program. 

Suggestions for program improvement noted during the interviews: 

• Members mentioned places where they have seen other AmeriCorps programs, but still felt like 
they did not really know members from other programs or anything specific about other 
programs in Austin. They reported limited knowledge on programs throughout Texas. 

• Training for later starting members was very condensed, and members wished there was more 
robust training for members in that situation. 

• At least one member felt that there were a lot of events that focus on the branding of 
AmeriCorps, and not on the actual service or the advocacy work of creating systemic change. 

• Members mentioned the desire for an up to date go-to guide for housing resources. 
• One member mentioned the desire for more legal training knowledge, and how to offer the 

most appropriate guidance to clients when there are possible legal consequences. 

17 

37 



• One recommendation for additional training is guidance on appropriateness use of social media 
during a term of service (for example, policies around whether or not members can accept 
friend requests on Face book from clients). 

OneStar understands that not all of the comments above can be addressed but simply wants the 
program to be aware of these responses. The program appears to be very receptive to feedback and 
accommodating to the needs and interests of members, sites and staff. Secondly, the members and site 
supervisors provided high praise for program staff. The program should continue to involve staff, sites, 
and members in program planning and ensure the lines of communication stay open to feedback from 
the bottom up. 

MEMBER OBSERVATIONS 
OneStar enjoyed observing 5 members and 3 different service sites. All members were engaged in their 
service and appeared well trained to complete service activities. All members were wearing the 
AmeriCorps logo while in service, and service sites had the AmeriCorps logo prominently displayed at 
the service location site. 

DATA QUALITY- PERFORMANCE MEASURES 
The CNCS Performance Measure Data Quality Self-Assessment was discussed. Record of this additional 
monitoring component will be kept in the program's monitoring file although no action items are 
currently required in relation to these items. It was discussed that the national measures are somewhat 
limiting and do not paint the full picture of impact, specifically around maintaining housing, and 
increasing income of clients as opposed to just employment. Keep Austin Housed (KAH) staff indicated 
that they would be interested in moving towards more program-specific, applicant-determined 
performance measures if this were to become an option. 

KAH currently uses On Corps Reports to track data for performance measures and has used this online 
system since 2012. It appears to be an efficient way to collect and aggregate data. KAH reviews all 
collected data on a monthly basis to catch and correct errors, but they are not currently conducting any 
formal monitoring process of data beyond this. OneStar recommends developing a process to monitor 
for the quality and accuracy of submitted data. One option is a "data dive" where KAH staff pick random 
data points and require the member to provide back-up documentation to verify the accuracy of the 
data. Another option may be developing a process that involves site supervisors verifying and approving 
all submitted data before it is aggregated by program staff. 

Members receive a thorough training early in the year that includes standardized definitions for housing 
and employment goals. They also receive monthly check-ins on the data they submit, and KAH staff 
review their data with member and site supervisor during the mid-term review. Data is submitted 
monthly to KAH via the OnCorps Reports electronic system. 

PROGRAM STAFF INTERVIEWS 
Keep Austin Housed has an impressive understanding of most policies and procedures required of 
AmeriCorps programs. The program maintains detailed procedures in place for member and site 
supervisor training, safety, reasonable accommodations, and disciplinary procedures. There were also 
some areas with opportunity for improvement: 
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GED SUPPORT SERVICES: Keep Austin Housed should develop a policy outlining why the program would 
not be in a position to provide GED support services due to the minimum requirements of members 
needing some college in order to serve in the program. 

Applicable Grant Requirement 
§ 2522.100 {k) (2} 
(k) Provide support services-

(2) To those participants who are school dropouts in order to assist them in earning the 
equivalent of a high school diploma; 

CIVIC ENGAGMENT: While Keep Austin Housed has civic engagement activities built into the service 
experience, the program should create policies specifically around encouraging members to register to 
vote before serving completion. 

Applicable Grant Requirement 
§ 2522.100 (i) 
(i) Ensure service experiences to help members achieve the skills and education needed for 

productive, active citizenship. The grantee encourages eligible participants to register to 
vote prior to completing term. 

MEMBER FILE AUDITS: Keep Austin Housed should develop a consistent process for completing member 
file audits. This is a best practice to ensure compliance with all regulations. 

ACTION: Please indicate in the program response below that Front Steps acknowledges receipt 
of these recommendations and will make improvements accordingly. Please indicate an 
understanding that these improved policies will be developed in writing over the next year and 
will be ready for review the next time Front Steps is scheduled for a Monitoring Visit. 
Additionally, Keep Austin Housed should continue to work on updating all existing policies and 
procedures and aggregating into an easy to use resource. 

Program Response: Front Steps Keep Austin Housed staff has received these recommendations 
and will make improvements moving forward. The policies discussed in this monitoring report 
will be developed in writing over the next year and be ready for our next monitoring visit. In 
addition, Keep Austin Housed is continually working to improve existing policies and procedures 
so that they meet the needs of our program and of our AmeriCorps grant. 

O•Jec· es q:m 9: Thank you for prioritizing time towards updating policies and procedures. 
Item resolved- JK 7/5/2016. 

CONTINUOUS IMPROVEMENT 
10. Early Exit Documentation 

ISSUE: Two members had early exits for cause,  The program did 

not maintain documentation explaining the early exit. While this is not a requirement, it is 

beneficial to tell the complete story of a member's term of service in their member file. 
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Recommendation: OneStar recommends including memos explaining the reason for early exiting 
members, or in the event a member chooses to leave their term of service, maintain resignation 
letters from the member. 

Program Response: Keep Austin Housed will add memos and/or resignation letters as part of 
our policies and procedures when members exit for cause. 

OnccSt>r ;:e·spcmse:Thank you, item resolved -JK 7/5/2016. 

11. Exit Date Misalignment 

ISSUE: Four members did not have consistent dates among their exit date in eGrants, the dates 

listed in the MSA, the last day the member served hours, and the date the members signed the 

exit form. 

LAST DATE OF MEMBER SERVICE 
SERVICE HOURS EXIT DATE FROM AGREEMENT EXIT 

MEMBER ON TIMESHEET EGRANTS DATE 
 8/29/2014 8/31/2014 8/31/2014 

 7/13/2015 7/16/2015 7/31/2015* 
 10/17/2015 10/18/2015 7 /29/2016* 

 1/7/2015 1/13/2015 7/29/2016* 
*Member Ex1ted Early; e1ther for cause or for compellmg personal CI(Cumstance 

Applicable Grant Requirement: 
2014-15 Terms and Conditions 

MEMBER SIGNED 
EXIT FORM 
7/9/2014 
7/31/2014 
NA 
NA 

1.18: Term of Service means the member's term of service defined as the duration, hours 
required, and any other program-specified requirements that a member shall complete to 
successfully earn an educational award. The duration of the Term of Service shall fall within the 
Sub-Grantee's approved budget period. 

Recommendation: OneStar suggests aligning the last day of service hours with the exit date in 
eGrants and the exit date in the MSA (aside from early exiting members) and the date the 
member signed the exit form, to accurately and consistently document the dates of the term of 
service. Starting in 2015-2016, a signed exit form is no longer expected to be kept in member 
files, because of guidance from CNCS that all members are required to complete the enrollment 
and exit form through the member portal. 

Program Response: Keep Austin Housed will be more vigilant in ensuring that the end date on 
the MSA lines up with the eGrants exit date and the last day that the member recorded hours. 
Should we have  change the date on her exit form to 8/29 as well as changing her 
exit date in eGrants to 8/29? 

One Star • ?Si·Smse: Thanks for the attention to end dates. It is not necessary to change  
 exit form or exit date in eGrants. Item resolved -JK 7/5/2016 

12. Missing Exit Form 
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ISSUE:  member file was missing an exit form. It appears that this was due to 

being unable to reach the member as indicated by a memo in the member file. In the 2014-15 

program year, OneStar's guidance required programs to maintain paper exit forms for all 

members. Starting with the 2015-16 program year this is no longer a requirement. 

Recommendation: OneStar suggests completing a paper exit farm far  based off 

of what was entered in eGrants. It is not necessary to complete the member portion of the exit 

form. 

Program Response: A paper exit form has been placed in  file. 

Thank you, item resolved -JK 7/5/2016 

13. Cost Allocation 

ISSUE: An invoice from Texas Office Products was selected to test purchasing. The total cost 

was split between AmeriCorps and SSVF. There wasn't documentation of how the allocation 

between the two programs was determined. 

Recommendation: OneStar recommends documenting and including the allocation method used 
with the invoice if the item of cost is not covered in the cast allocation plan. 

Program Response: For any costs that are split between programs, we will identify specific 
items and amounts that are being attributed to each program, rather than just showing total 
amounts. 

OneStar ':cs, 1r· :e: Thank you for providing steps that will improve documentation clarity of 
allocated costs. Item Resolved. MMV6/29/2016 

14. Duplicate Contractor Payments 

ISSUE: Three general ledger transactions for  CAC Consulting, were selected for 

testing. Two check requests were submitted for the same contract. Checks were processed for 

both requests; however, the vendor only cashed one of the checks. The vendor didn't include a 

contract or invoice number, which prevented the finance department from detecting the 

duplication. 

Recommendation: OneStar recommends creating a numbering system for contracts to ensure 
finance staff catch duplicate invoice submissions. Were this a cost-reimbursement grant, the 
second payment would have resulted in a disallowed cost on the PER. 

Program Response: We have implemented a numbering system for all check requests when 
submitted, so that in the event of a lost check or re-issue of a check, the reference will be the 
number associated to eliminate any possibility of a double payment for same invoice. 

OneStar .ec c1:>nse: Please provide more detail on what the new or additional numbering 
system is. The documentation provided for the tested transactions included Check Request 
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stickers on each check request form. A different number was assigned to each request which 
allowed the double payment to occur. Please use enough detail on the numbering system to 
show how it will improve prevention of paying the same invoice twice if different check request 
numbers are used. MMV 6/29/16 

Program Response: On top of our internal numbering system, we are now requiring vendors to 
include an invoice number along with invoice, so that it can be tracked by finance and ensure no 
duplication. 

Gcu?Scar Thank you for providing information on a new requirement for vendors. The 
check request numbering system combined with vendor invoice numbers seems sufficient for 
preventing duplicate payments. Item Resolved. MMV 7/31/2016 

15. Executed Contracts 

ISSUE: Contracts with CAC Consulting were selected for testing. One contract submitted for 

payment was signed by the vendor but not Front Steps staff. The second contract was signed by 

Front Steps staff but not the vendor. 

Recommendation: OneStar recommends that contracts kept within the financial records have 
signatures from both parties, displaying full execution. Nat having fully executed contracts on 
file has the potential to create questioned costs. Were this a cost-reimbursement grant, then 
this would have been a fiscal issue listed above. 

Program Response: We will work with the accounting to department to ensure that no checks 
are cut or distributed if they do not have all required signatures. 

OneStar ,es:uonsc?: Thank you for increasing communication between departments to prevent 
this from occurring in the future. Item Resolved. MMV 6/29/2016 

22 



legal Applicant Name: Front Steps 
Program Year: 2016-2017 
Report Type: Mid-Year 
Reporting Period End-Date: 3/31/2017 
Review Completed By: Patricia Guzman-Weema 
Review Date: 4/20/2017 
Submitted On-time? IZl Yes 0 No Submitted on 4/11/2017 

PERFORMANCE MEASURES STATUS: 
• All Performance Measures are ongoing and will be reportable by the end of July 2017. 

o 05: Target is 350, current actual is 382- met 
o 011: Target is 210, current actual is 143 
o 03: Target is 200, current actual is 164 
o 010: Target is 111, current actual is 74 

MEMBER STATUS: 
• Enrollment Rate: 91.7%- applicants did not meet basic requirements or left for family emergencies or other 

opportunities before being enrolled. The program has already started recruitment for the next 
program year and is using a multi-faceted recruitment approach to improve enrollment rate. 

• Retention Rate: 90.9%- two members left for dissatisfaction and one for financial reasons. During the 
interview process, the program plans to emphasize the financial commitment and common 
challenges experienced by members. They also plan to ramp up their pre service orientation to more 
thoroughly address these topics. 

• %Compliance with 30-Day Enrollment Cycle Time: 100%- Great job! 
• %Compliance with 30-Day Exit Cycle Time: 100%- Great job! 

DEMOGRAPHICS: 
• Total# of children and youth (up to age 25) served by the program: 0 
• Total# of children and youth (up to age 25) of incarcerated parents served by the program: 12 
• Total# of disadvantaged children and youth (up to age 25) served by the program: 205 

Clarification: The program reported 0 children and youth served by the program but 205 disadvantaged 
children and youth served by the program. The number of children and youth served should be equal or 
greater to the number of disadvantaged children and youth served. Please provide an updated number for 
the total number of children and youth served by the program. 
, ror:ram The total# of children and youth (up to age 25) served by our program should also be 
205, the same number as total# of disadvantaged children and youth. 
OneStar Response: Thank you for the response. I will update the# of children and youth (up to age 25) 
served by the program to 205, item resolved- PGW 4/24/2017 

OneStar Foundation~ 9011 Mountau1 Rrdge Drive, Ste 100 ~Austin, TX 7 8759 ·Ph 512 287 2000 ~Fax 51 2 287 2039 
WW'N. onestarfoundat1on org 



ADDITIONAL CNCS CLARIFICATION 
• None at this time. 

OneStar Foundation • 9011 Mounta1n Ric!ge Dr1v0. Ste WO ~Austin TX 78759 ·Ph 512.287 2000 ·Fax 512 287 2039 
vvww.onestarfoundation.org 



/\menCorps Progress Report 
foundD' 10n End of Year Review 2016~2017 

Legal Applicant Name: Front Steps 
Program Year: 2016-2017 
Report Type: Final 
Reporting Period End-Date: 8/31/2017 
Review Completed By: Pat Guzman-Weema 
Review Date: 10/11/2017 
Submitted On-time? 121 Yes D No Submitted on 9/29/2017 

PERFORMANCE MEASURES 

4 out of 4 performance measures were met or exceeded: 

Clients case managed to set and obtain housing goals 
Measure Target Actual Status 

05 350 623 Exceeded 
011 210 228 Exceeded 

Clients case managed to set and obtain employment goals 
Measure Target Actual Status 

03 200 380 Exceeded 
010 111 116 Exceeded 

Comments: 
• Great job exceeding all four of the program's performance measures! 

MEMBER STATUS 

Enrollment Rate 91.7% 
Retention Rate 87.9% 
30-Day Enrollment Cycle Time Compliance 100% 
30-Day Exit Cycle Time Compliance 100% 

Comments: 
• The program provided a detailed response for why their enrollment was less than 100% and their plan for 

improvement. That includes shortening the time between application and offer, having members involved in 
recruitment, and broadening recruitment strategies. 

• The program provided detailed reasons for early exits and their plan for improvement. That includes a 
continuing focus on presenting prospective members with the financial reality of service and performing 
informal checks with members in the fall to assess if any issues have arisen. 

• Congratulations on 100% compliance with 30 day enrollment and exit cycles! 

AmeriCorps Progress Report I End of Year Review 2016~2017 Page 1 



/\meriCorps Progress Report 
End of Year Review 2016-2017 

DEMOGRAPHICS 

Children and youth (up to age 25) 258 

Children and youth (up to age 25) of incarcerated parents 12 

Disadvantaged children and youth (up to age 25) 258 

Adults 389 

Veterans 52 

Veteran family members 11 

OneSt.st Ciarific:1t:ion: 
• The program reported 0 children and youth served by the program but 205 disadvantaged children and youth 

served by the program. The number of children and youth served should be equal or greater to the number of 
disadvantaged children and youth served. Please provide an updated number for the total number of children 
and youth served by the program. 

• The total number of children and youth should have been the same as the number of disadvantaged children 
and youth. Our program served 258 disadvantaged children and youth, and children and youth total. (We 
listed 258 in the report based on our data, rather than 205- maybe this is a typo?) 

on •• star f<e•;nc:nso>: 

• Thank you for the response. Yes, my mention of 205 was a typo, I meant 258. I will change your total children 
served to 258, item resolved- PGW 10/17/2017 

OneStar ct:-,rtfication; 
• For "Population Served," the program mentioned members serving veterans and their families. The program 

reported 0 as the number of veteran family members served. Should that number be updated? Does the 
program have data on the number of veteran family members served? 

• This number should be 11- our program served 11 veteran family members (spouses/partners and children). 

OneStar Cie:sNm 

• Thank you for the response. I will change your veteran family members served to 11, item resolved- PGW 
10/17/2017 

ANALYSIS OF IMPACT/IMPACT SNAPSHOTS 

Comments: 
• Thank you for sharing information about the collaboration with the National Alliance on Mental Illness and their 

training of your members. I'm sure that was very valuable for their service. 

AmeriCorps Progress Report { End of Year Review 2016-2017 Page 2 



1-\rner·iCorps Progress Report 
ro,_:n .::a 1 1on End of Year Review 2016-2017 

• What a great story about member collaboration that resulted in such a positive outcome for the client. 

ACCOMPLISHMENTS AND CHALLENGES 

Comments: 
• Thanks for sharing your efforts to listen to members' and supervisors' suggestions and including new requested 

trainings to your Pre-Service Orientation. 

ADDITIONAL CNCS CLARIFICATION (IF APPLICABLE) 

• None at this time. 

AmeriCorps Progress Report I End of Year Review 2016-2017 Page 3 
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Keep Austin Housed 
17ESHTX001 
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lroemographics 

l 
[!General Program Demographics 
I 

Demographic Item This Reporting Period YTD Total 
( ''"" "'-~ --- - . ----·------·- -- --- -· ----- -· ---·-;- -- --- "----- -·-- -

[Number of individuals who applied to be AmeriCorps members 1149.00 1149.00 

<

1
1Number -of episodic volunteers generated by Am~riCorps ~embers- -12;.00-- - ------ --124.00- I 
"" ------- - ---- - -- -- ---~---------~------ __J_ ___ ·-- ______ .J 

\Number of ongoing volunteers generated by Arneric::_orps !llembers_ ~z.oo_ ___ ___ ---~~~0 _ _ _ _ [ 
! ; ' 
[Number of opportunity youth enrolled as AmeriCorps rn:mbers __ -~o~-- __________ _10-~0 ___ _ _j 

iiDisaster Services 

I 
I_ _ __ __ _Demographic He~-- ______ ,:rhisReporting~~!~ YTDTotal ---1 
iNumber of AmeriCorps members who participated in at least one p.oo iO.OO 
]dtsaster serviCes proJect · 

'!'Number of disasters to which AmeriCorps members have b.oo IO.OO 
responded ____ j 

I
-N umber of AmeriCo~ps members wl-;-~ have bee~ trained ;nd/or p.oo IO.OO -- - 1 
,certrfied m drsaster preparedness and response.* , _ _ __ : - - i 
[N"umber of leveraged v-;;lu;;teers responding to disaste,:S and . -- 00 ---- \o-.o~ 
~J!r,:.P_atmg ___ I_n prepa_:_edn~ss, E~P5:~~e~and -~~::<.>_~_ery* · . _____ _ __ ----1 
JNumber of individuals affected by disaster receiving assistance !'l.oo IO.OO ! 
lrrom ~_embe.rs _ _ _____ _ _ -~ --~ _ _ J 

! 
[jMilitary/V eterans 
l 
''lr-------------~----~~~-----------------=~~--~--=-~~--~~~~~--, 
J L----- ____ Demographic Item_ This Reporting Period_ YTD Total I 
j~u~b~ofveteransservingasAmeriCorps~:mb~rs __ -~- _ P.oo _1?_:~~------~ __ -~-
\ i1Number of veterans served li 1 00 l4 1.00 l 
J ~~um~r of veteran family me~~ers served ~= ___ ---~--- ~0 ---- ~--~~--=--- -~-1~-{)~ ~= ~=-- --~J 
,, ' I --~ 

i !Number of military family members served J].oo 10.00 1 

IL---- --- -- --- --- -- ---!------------ - --·-- -·- - ---- -------j 
i I,Number of active duty military members served. . P 00 \0.00 1 
IL. --- - -- ---- -- __ ,..L_- --------·-' 

-1:1 
-...\) 
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Population Served 

_Demographic Item ~··. This Reporting Period YTD Totai______j 
Total# of CHILDREN and YOUTH (up to age 25) served by the !isG.OO ,186_00 I 
program:* f<: . ------~ . ----1 
Total #of children and youth (up to age 25) of incarcerated parents !2.oo :2.

00 

:Ta'tal #of disadvantaged children and ym;th~(~p to age 25) se~ed fjss.oo 1
186

.00 
served by the program: * · l 
by the program: * ' 
~~~~ ~-· ·~~ ~ -~· -~· ~---~ ~-~- ~- ~-~ . ~ 

Total# of adults served by the program: * 1266.00 1266.00 ~ 
To;!# of individuals mentor~d~ served by the program: * ~jT;;o ~~ --~- ----~ Jo.oo ~ - ~~ ~ ~ 

·~- - ~--------~--~- ----- "" ----- ---·--· 

1

Lfotal #of clients who received independent living services: * ·~P~OO _______ ~ . _[0.00 

Grantee Narrative I 

StaffComments 

-1 
I 

. .J 



MSY Report 

F I have no MSY data to report this period. 

Grantee Narrative 

StaffComments 



~ 
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Performance Indicator 

!You can locate your retentionlenrollment rates in eGrants to respond to this section below 

Please explain 
if/why your 
retention/enrollment 
rate does not meet 
CNCS 
Requirements. 

Please explain 
if/why your 30-day 
enrollment/exit rate ll does not meet 

I CNCS 
Requirements. 

Grantee Narrative 

StaffComments 
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~~~rformance Measures 

\ 

i !l!leriorman~e Measur~ Title: ·- JIHousing - J 
! j!Primary Focus Area and Objective: _ II Economic Opportunity: Housing I 
j !!Primary Intervention: .. _j 
Jllsecondary Focus Area and Objective: _ -~ 
i !!secondary Intervention: ! 
i! -I ![Community problem or need: I 
\ \l!?escribe Intervention: _ _ =::=] 
II!Activity Start Date: I 
f I!Activity EndD;te: _ - _ ~ 
~~~umber of Slots: ____ ~ 1.00 _ 

i ill'!umber of MSYs: _ ___ ~ 1.00 _ 

! !~.e days per week the activity wiU occur: _j 
j !!Average hours per day the activity will occur: I 

~- ---- ~ -~ --- --- ------- ----- -----

l~e~sure Title: JIHousing Ji 
l!outputto~:~.!come: _ . 1 Output __J 

I i!~~~!~d National PM j 05: Number of economically disadvantaged individuals, including homeless individuals, receiving housing services 
llt~ _ _ __j 

!I:!X.P! of Measure: I 
11'-§:~ured By: __ _ I __ 
l§et Num~erc _______j[~oo.oo 
l\numbe~/~~r~ent: J~e.~ __ _ _ _ ,_ '".. 11 

jjMeasure Title: I Housing I 

!~ttOutcome: :=J Outcome ! 
~~~~~~:;~d N:tional:~ _ J ~~~~i~~m~:rof econo~ically disadvant:ged indi:i~u:l:, including homeless individuals, transitioned into safe, healthy, afforda~le J 

jl~!:::~~e;;,"'~'-----f - - - - -- -- -- :1 ,[_ ---- ---- - -- ----- .. J - --- ------ ------ --- --- - -- ----- ---- -- -- - - - --- --- -- --- ---

ll~~;;i~~~!;~ . -:_J~~~~~:~- .. -- _:~=~=-- -- :_~ -- __ :~=-- ..... --=--:---------------~-=----==-- ---~- ---- _::jl 
Measure Type Measure Target Actual Diff _Percent of Target Met Target? Explanation/CorrectiveAction [ 

1 111n 1n 
1

n 1rN-TRACK • ONGOING 
11 

~ 
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It J Housing j Jt Jt it i~ata is collected from the beginning of the Output 05 1400.00(#) P59.00 -41.00 !89.75 No I ervice term through the end of the term; results 
I I ! i ill be available in late July/early August 2018. I i l ! 
, ( 1 I 
I ----·· ·-------l ---·-- -------- __ _j ! 

I I I ~---- j ! I bN-TRACK & ONGOING 

I i I I I 
I Housing 1l l i ! ata is collected from the beg~nn1.ng of the 
, Outcome 011 _

1
210.00 (#) ~05.00 ~-105.00 !, 50.00 \No I ~erv1.ce term through the end of the term; results 

! l . I 1 I .1ll be avaJ.lable ln late July/early August 2018. 

I J ' 1 
' . I J 

1"""'•••"·-••••••••mm•••••• '""""'""""_"_j_,,,,, •"" ••• ••• "''' •• •••••••••' ,,,.J ,,,,, __ j • •••• ' _j, ·----•• -------------- --------·EJD il ICII iEJ'I /A I ~~~----- __ too(#) JM-~_o ___ _ _jL~-~~~~1~-o~~-----jv: __ _l _____ .___ _ __________ _ 

~~~~ots ____ J[__ ~1~0(~~11-oo l[ooo 1110000 -~Yes I /A 

lli~~?~m~-~~~- Me~-~.~-;~·-!itl_~.~-----···-~-~~---:=-~-.--· ....... _ -·-·· --- - _..l[Employment ...... - -· -· ..... --·-·· --~--~-.. ---· -J 
~~~E_im~ry ~o~u~.A~e~_a_~-~ ~bj~~ti_~e~- ........ -.... ___ !@ionomic Opportun_if¥: Employf'!lent _____ ] 

1~rim~ry l!lterv~_l_l_ti.?~ .. ~ .......... ... -·- ........ __ _ __ 1L ·-- _j 
l!seco:_~d-~ry Foc_':Js __ ~rea _an~ <?bjecti~e:__ ·-·-- _ __ I[ _ J 

llse_c_?ndary Intervention:.. __ _____ ____ ___ _ __ _ j[ _ __ _ j 
\[c_omm_unit~ probl~m o~ need: ........ ·-----·- . J[_ ..... ___ ........... J 
I[Descri~-~-lnterve_n_tic:>~: _______ __ __ ___ ___ J[ _ ___ [ 

IE~~;~~~~~::~~ . -: _-_: _:-___ ~---~~: -· ::- ·--- ~~-: - -- -~~- : "-~ 
llffiimber of MSYs_: ·- _ ___ __jl1.00 J 
j[Average days per week the activity will occur: iL -==:J 
' - -
lf~v-~r-~ge ho~-~::> p~r ~a~_!.~!:-a<:~~~i~-~i .. ~! __ occur: ...... _ J[ -·--·- ~ 

r --
1tMeasure Title: _ __j Employment 

jlOutput/Outcome: __ _ __ . . :J Output _ I 
l[Related__!i~onal P~ Code: -----~][Qf_~~mber of economically disadvantaged individuals receiving job placement services 

llii!'i of Measure: -·-·-·- -·- ][___ __ __ . 
[!Measured_ I:Jy: _____ . I_ J 
[Qirget Number: J 200.~_() I 
i[n~mberlf>ercent: jjNumber _ j 

[[iVieasure Title: J[mployment i 
E - ... ·-·-·· 



~ 

\\<:>_u_tputiOutcorr~e:___ ___ _ ___ ______ lloutcome ___ _j 
~~elated ~.atio~~l PM_ C_ode: __________ _ _ !@i~: ~umber of ec:_~f!!:l_mically dis~dvantaged individuals placed in jobs __ ! 
1
jType of Measu!~'-- ____ _ _______ Jj ______ ____ _ _ _ ! 
I[Mea_s_~!~'!I3J' _ _ __ _ ][_____ _ __ __ _ _ _ _ _______ _ __ j 
ljTarget N_uf11l>er: ___ __ J\ii)ii:oo _ __ __ J 
J~-~-~~~~~~~r~en_t: .. m__ _______ ___ J/N_umber __ ......... _____ ___ ____ /

1 
1 
Measure Type Measure Target Actual Diff Percent of Target Met Target? Explanation/CorrectiveAction -----

1 I 
'I Jl I l ET & ONGOING 

I I [ ' 
i Employment ] I j Data will continue to be collected through the 
j Output 03 200.00 (#) }200.00 I 0.00 100.00 I Yes / _nd of the term,· final numbers will be available 
I ] I · n late July/early August 2018. 

I I I I I 
I ----------------- ----· ··-·-·····--------- ·--------·------- -------·-···--·------------- .... J -·----.. ---·----·--- -------·---J~~====~===~~~==========="=~' , , . I , 
i I l N TRACK & ONGOING ! 

, Employment . ~ ! ata is collected from the beginning of the 1 
010 100.00 (#) ~8.00 [42-00 158.00 No ~ervice term through the end of the term; results ! 

I - - - -- ~ - - _I - - _L ___ _L________________ i~~ be available in late July/earl: ___ August 2018. j 

i[Ms~-- ___ \[_ ______ 1_oo (#)Jkoo _ __ _Jo~~o _____ l~ooo _ Jives __ ItA __ _ _ _j 
IEJDBI~~~~--------JEJ[1~~~0 ______ _lD\ /A _______ _ _____________ __\ 

Grantee Narrative 

StaffComments 

atie Kis, KAH, 4/12/18 

05: Updated to correct target number of 400, and changed from "complete & ongoing" to "ongoing & on-track," as the goal is 
early met but not yet, and data will continue to be collected through the end of the service term. 

03: 200 is the current actual according to current client tracking data. Status changed from "complete & ongoing" to "met & 
ngoing," as data Hill continue to be collected through the end of the service term. 

010: Updated to correct target number of 100. 

GW OneStar 04/11/18: For OS, the program submltted~he target as 350. The eGrants application submitted has a target of 400 
for 05. Please confirm that 400 is the correct target and update the 05 measure in OnCorps. Please update whether the program 
is "On-Track" or "Behind." If behind, please provide an explanation. Also, please update as to Hhether the measure is 
"Complete" or "Ongoing." 

'or 03, the program reported 200 as the current actual. Please confirm whether this is an accurate count, or is it the minimum 
noHn number? 

lso, for 03 the program reported the measure as met and complete but in the explanation stated that data is still be collected 
hroughout the end of the term. A measure can be "Met" and "Ongoing." Please confirm that Hhile met, 03 is still ongoing. 
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t
or 010, the program submitted the target as 111. 
onfirm that 100 is the correct target and update 

GW Onestar 04/13/18: Items resolved. 

The eGrants application submitted has a target of 100 for 010. 
the 010 measure in OnCorps. 

Please 



Narratives 

P" I have no Narratives data to report this period. 



AmeriCorps Monitonng Report 
I (_\ _! il Desk-Based File Review 

legal Applicant Name Front Steps 

Program Name Keep Austin Housed 

Date of Report June 22, 2018 

Reviewers Patricia Guzman-Weema 

File Submission Due Date 2/2/2018 

The AmeriCorps Program is required to submit documentation to OneStarto support correction for 
Action Items as noted below. All other documentation must be maintained on site and is subject to 
review. In addition, any changes or significant events that occur at the AmeriCorps Program should be 
documented and reported to OneStar. This report will be re-released upon resolution of all items. 
Should resolution not occur, OneStar reserves the right to implement enforcement actions per the Grant 
Award Terms and Conditions. 

Scope of Review 

2016-17 Full Member Files KAITLYN BISSWURM 
CARMEN DRAKE 

2016-17 NSCHC Member Files HANNAH VANCE 

2017-18 Full Member Files MADISON ROESE 
GILLIAN THORBOURNE 

2017-18 NSCHC Member Files EVAN ENZER 

NSCHC Staff Files CLIFFORD MANKIN 

AmeriCorps Monitoring Report I Desk-Based File Review Page 1 of 5 



Aclion Items 

NATION/\L SERVI CRII\ti I f\Jt\L H RY CHECKS 
1. Late N.SOPW and State of Service and H<?Sidence Checks 

The program did not run a compliant NSOPW or State of Service and Residence check on Gillian 
Thorbourne until after the member started service. The program initially ran an NSOPW and State 
of Service and Residence check using the name "Gillian Thorbourne." On the member's government 
issued ID, she has two last names "Thorbourne Jessany." The program realized this error during an 
internal file review and re-ran the checks; however, the program did not notify OneStar of the late 
checks. The compliant checks were run after the start of service and therefore are late. 

APPLICABLE GRANT REQUIREMENT 

CNCS NSCHC FAQs 
6.1. When must recipient programs conduct the NSOPW check? NSOPW: The results of the 
NSOPW must be reviewed and documented prior to the person beginning work or starting 
service (before work, service, or training hours are charged to the grant, federal or match). A 
person may not accrue hours towards their work or service without first having cleared the 
NSOPW component of the NSCHC. Checks that are not within these time frames are 
noncompliant. 

6.2. When must recipient programs conduct the State Check(s) and FBI Check? State Check{s) 
and FBI Check: The criminal history information components (state of service check, state of 
residence check, and FBI checks) of the NSCHC must be initiated no later than the first day of 
the start of service or work. Checks that are not within these time frames are noncompliant. 

8.4. When I conduct the NSOPW check, should I include a middle name or suffix, e.g. Jr.? 
When conducting the NSOPW check, please follow the instructions on the NSOPW.gov website. 
(Currently, the NSOPW search asks for first and last name only.) Similarly, for name-based 
checks from a state repository, follow the instructions or guidance given by the state 
repository. Please confirm first and last name against a government issued I D. Entering a 
middle name can often limit results. 

-+ ACTION: 
a) The member began service on 9/S/2017. Her FBI check cleared on 9/6/2017. Please confirm 

whether or not the member had access to vulnerable populations on 9/5/2017 to determine if 
accompaniment was necessary. 

b) The results are substantially equivalent. A mistake was made but the program's NSCHC 
processes are sound. OneStar will not disallow costs for this file. Please confirm in the program 
response Front Step's understanding that if a mistake happens again it will indicate a process 
error which presents a greater risk and there will be disallowed costs in the future. 

c) Please describe how Front Steps will ensure the program uses the complete name on the 
government issued ID for NSOPW checks. 

AmeriCorps Monitoring Report I Desk-Based File Review Page 2 of 5 



Program n.esponse: 
a) The member did not have access to vulnerable populations on 9/5/2017, as this was the first 

day of Pre-Service Orientation and members were at training, and not at their sites. 
b) We acknowledge the significance of this finding and understand that future errors will 

necessitate greater consequences. 
c) Program staff will refine existing internal NSCHC procedures: One, to set aside specific periods 

of time to conduct NSCHCs where staff's attention is fully focused on reviewing documents, 
conducting checks, and reviewing the checks for accuracy; and two, the Program Coordinator 
and Program Assistant will review checks run by the other and compare against member 
documents, as a way of cross-referencing. 

Thank you, item resolved- PGW 7/23/2018. 

AmeriCorps Monitoring Report I Desk~Based File Review Page 3 of 5 
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2. NSOPW Name 
The program submitted a noncompliant NSOPW check for Clifford Mankin. The program submitted 
a NSOPW screens hot showing, the "First Name like Clifford." On the member's government issued 
ID, his first name is listed as "Thomas" and his middle name as "Clifford." 

APPLICABLE GRANT REQUIREMENT 

45 CFR §2540.203 What search components of the National Service Criminal History Check 
must I satisfy to determine an individual's eligibility to serve in a covered position? 
(b) Search procedure for individuals in covered positions who have recurring access to 
vulnerable populations. (1) This rule applies to individuals who: (i) Begin working for, or who 
start service with, you on or after April 21, 2011; (ii) Will be 18 years old or older at any time 
during their term of service; and (iii) Serve in a covered position that will involve recurring 
access to children age 17 years or younger, to individuals age 60 years or older, or to individuals 
with disabilities. (2) Unless the Corporation approves an alternative search procedure or an 
exception under §2540.207 of this chapter, to determine the eligibility of an individual 
described in paragraph (b)(1) of this section you must conduct and document a National 
Service Criminal History Check that consists of the following components: 
(i) A nationwide name-based search of the Department of Justice (DOJ) National Sex Offender 
Public Web site (NSOPW); 

CNCS NSCHC FAQs 
8.4. When I conduct the NSOPW check, should I include a middle name or suffix, e.g. Jr.? 
When conducting the NSOPW check, please follow the instructions on the NSOPW.gov website. 
(Currently, the NSOPW search asks for first and last name only.) Similarly, for name-based 
checks from a state repository, follow the instructions or guidance given by the state 
repository. Please confirm first and last name against a government issued I D. Entering a 
middle name can often limit results. 

-+ ACTION: Please re-run Thomas "Clifford" Mankin's NSOPW and submit for review. Based on the 
CNCS National Service Criminal Historv Check Enforcement Guide, the total disallowance for the 
noncompliant NSCHC file is $500 due to having high mitigation. Please see the attached NSCHC 
written assessment of deficiency and confirm in the program response whether it accurately and 
fully reflects the circumstance of the noncompliance. Once confirmed, OneStar will submit to CNCS 
the written assessments of deficiency for all files containing noncompliance along with payment for 
all disallowed costs as a result of noncompliance. Front Steps is responsible for payment of 
disallowed costs, using non-federal funds. 

Prograrn Hespon~J::: 
Thomas "Clifford" Mankin's re-run check is attached to the email. 
We have reviewed the attached NSCHC written assessment of deficiency and acknowledge that 
it accurately and fully reflects the circumstance of the noncompliance. We will then move 
forward with next steps for cost disallowance. 

OneStar will be sending a debt collection letter to the program, item resolved- PGW 7/23/2018. 
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fVlESHEETS 
3< fV1i:)sing Tili'leshc~et 

The program did not submit Gillian Thorbourne's timesheet from 9/5/2017-9/16/2017. 

APPLICABLE GRANT REQUIREMENT 

Specific Terms and Conditions 
V.F. Timekeeping. The recipient is required to ensure that time and attendance recordkeeping 
is conducted by the AmeriCorps member's supervisor. This time and attendance record is used 
to document member eligibility for in-service and post-service benefits. The recipient must 
have a timekeeping system that is compliant with 2 CFR § 200.430. 

~ ACTION: Please submit Gillian Thorbourne's missing timesheet from her first couple weeks of 
service. 

ftesponse: 

Gillian Thorbourne's timesheet from 9/5/2017-9/16/2017 is attached. 

Thank you, item resolved- PGW 7/23/2018. 
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TAB 5: Personnel 

• Narrative 
• Attachments: Organizational Chart 
• Attachments: Resume: Greg McCormack 
• Attachments: Resume: Sheila Joseph 
• Attachments: Resume: ShaTon Lowe 
• Attachments: Resume: Trey Nichols 
• Attachments: Resume: Lisa Fisher 
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TAB 5: Personnel 

Organizational Chart and Repo1·ting Responsibilities 

Enclosed is current Organization Chmi for Front Steps. Front Steps operates under a Board of 
Directors. The Executive Director reports to the Board of Directors and is responsible for the 
day to day operation of Front Steps. The Executive Director directly supervises the following 
positions -1) Director of Operations; 2) Programs Director (Housing; Recuperative Care 
Program; Keep Austin Housed; and SSVF Program); 3) Shelter Services Director; 4) Human 
Resources Director; 5) Communications and Development Director; and 6) Finance Director. 
These directors then directly supervise staff within each area and ensure complim1ce and report 
back to the Executive Director and finally back to the Board of Directors. (See Org Chart) 

Key agency leadership will include the following staff: 

• Executive Director and CuJTent Programs Director: Greg McCormack, M.Ed. He 
holds a BS in Psychology and M.Ed. in Counseling and Guidance from Texas State 
University. He has over 27 years of experience in social and career services, with 25 years 
directly serving homeless populations. He has been with this organization since 2014 in 
his role as Program Director and Executive Director. He is a strong strategic leader with 
experience in service provision, administration, and oversite. 

• Human Resom·ces Director: Sharon Lowe, J.D., M.A. Pastoral Ministry. She joined 
Front Steps in July 2017 as a fundraising consultant and now serves as Human Resources 
Director. Sharon has worked for over 16 years in non-profits, 13 years as a government 
attorney, and 5 years in human resources. 

• Financial Director: Sheila Joseph., MBA. She holds a BS in Accounting from Southern 
University of New Orleans and an MBA from the University of Phoenix. She has 15+ 
years accounting and 3 years of auditing and financial review experience. She works 
closely with and provides general oversight of management in the development of new 
programs and the budget to fund new activities and initiatives. She works closely with 
directors and managers to ensure compliance with grant and contract requirements. 

• Director of Operations: Trey Nichols, M.S. He holds a BS in Psychology m1d m1 MS in 
Family Therapy from Texas Woman's University. He has 15+ years working with the 
homeless population, 4 years with this organization. He has delivered stability and 
scalability for 3 growing operations through structured govemance and quality assurance 
processes that streamlined and revitalized programs, team structure, and systems in 
response to increasing demand. He has influenced change throughout the organization and 
can readily convey technical information to non-technical audiences. 

• Shelter Services Director: Lisa Fisher, B.A., Holds a BA from the University of Texas 
at Austin m1d has been with Front Steps serving those at-risk, currently experiencing, & 
those formerly homeless, for 13 years. Overall, she has 18+ years in the non-profit, state, 
and medical sectors in a variety of roles ranging from direct service, facilities staffing and 
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management, program development and oversight, and change management. She spent 
time working in, and operating, a 24/7 intensive psychiatric residential treatment center, 
the Department of Family and Protective Services, and has extensive experience working 
directly with extremely vulnerable populations. 

Front Steps staff are trained in areas such as Trauma-Informed Care, Harm Reduction, Housing 
First, Trans-theoretical Model of Change, conflict resolution, verbal de-escalation, and other 
techniques/approaches that prove vital in a high-traffic facility serving the various needs of our 
population. All staff members go through extensive training surrounding observation and one
on-one training with supervisors. A great amount of our training occurs on the job. We focus on 
both individual and skills-based training as well as management training. Trainings are offered 
on-site and within the community. Front Steps is a partner with the following organizations 
which offer opportunities for free or discounted trainings for professional staff, case managers, 
and front-line staff working with persons experiencing concerns related to health and/or 
homelessness. 

• Mission Capital which provides training related to nonprofit board development, 
succession planning, organizational development and innovation planning; 

• One Voice Central Texas, which offers advocacy and training for executive leaders of 
health and human services nonprofits; 

• Texas Homeless Network which provides group training through T3 and the Center for 
Social Innovation on homeless services provider topics such as trauma-informed care, 
motivational interviewing and supporting resilience; 

• Ending Community Homelessness Coalition (ECHO), the local umbrella organization 
charged with managing the Continuum of Care for Austin Travis County; 

• Texas Association of Nonprofit Organizations (TANO); 
• Substance Abuse and Mental Health Administration (SAMHSA); 
• Housing and Urban Development (HUD); 
• Texas Depmiment of Housing and Community Affairs (TDHCA); 
• National Association of Social Workers (NASW); 
• Social Services Case Management Network (SSCMN); 
• SOAR Works; 
• The Best Single Source Plus Collaborative/Caritas; 
• Integral Care; 
• Downtown Austin Community Comi (DACC). 

Staff are trained in the following areas: 

• Housing First 

• Harm Reduction 

• Trauma Informed Care 

• Motivational Interviewing 

• Mental Health First Aid 

• Boundaries and Ethics 

• De-Escalation 
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• Safety Protocols 

• Diversity 

• Mental Health 

• Substance Use 

• Special Populations 

• Systemic Disparities 

In addition to these, we provide the following Workplace Safety and Wellness training to all staff: 

• CPR/First Aid 
• Active Shooter 
• Non-Harassment 
• OSHA Compliant Blood-borne Pathogens 
• GHS/Hazardous Materials 

All staff go through or have the opportunity for professional and safety training. Management 
have the opportunity for training on topics such as I) leadership fundamentals; 2) supervisory 
skills; 3) conflict resolution; 4) problem solving; 5) progressive discipline; 6) team building; and 
7) interviewing. 

Retention Rate 

Many of the positions at Front Steps serve as first entry in to homeless services careers. As such, 
after gaining the valuable experience at the Shelter, some move on to continue their careers in 
other capacities throughout the community. During the FY 2016-2017, overall, we had a 48% 
turnover rate, mainly with our entry level Client Services Specialist (CSS) staff. The 
organizations strives to ensure for staff training and safety while at the ARCH, and also want 
each individual to reach their highest level of potential, either with Front Steps or with another 
organization in the community. 

Evidence-Based Practices 

Front Steps has extensive experience with the complexities that come with working with the 
homeless population and the different strategies to implement based on each individual's 
circumstances and viable options. Front Steps has worked with specialized populations 
including, but not limited to, the elderly, those exiting the criminal justice system, those with 
severe and persistent mental illness, etc. We work to provide targeted services to all in order to 
meet each individual's needs. 

• Housing First and Harm Reduction 

Front Steps was on the forefront of delivering services using Housing First principles to clients 
experiencing homelessness. Front Steps has always believed in the philosophy that all clients 
experiencing homelessness should be provided with a housing option as quickly as possible and 
began shifting programs to Housing First principles. In addition, in 2009-2010, Front Steps 
utilized a mentorship relationship that was established with the Downtown Emergency Service 
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Center (D ESC), in Seattle, W A to conduct a "re-envisioning ARCH" process at the time to 
implement the Housing First as a best practice strategy. 

Front Steps was the pioneer of the Housing First Permanent Supportive Housing (PSH) model in 
Austin, TX where it brought the model in 2008 through a series ofHUD-funded grants. Rather 
than housing those easiest to serve, our housing program targets those in greatest need and with 
the highest barriers to achieving housing stability. As a participant in Coordinated Assessment, 
entries into our successful supp01iive housing program are selected based on homeless status and 
vulnerability. Services are team-based and operate from Housing First and Harm Reduction 
models and work with integrated health, mental and behavioral health, employment, and 
disability specialty partners. Case Managers create an environment where clients can openly 
discuss substance use without fear of judgement, and they support client decisions regarding 
substance use goals (active use, recovery, and abstinence). They help provide extensive wrap
around supports for persons in crisis with 24-hour emergency case management access. 

Front Steps also began Streets of Hope program, which is a Harm Reduction approach to 
Substance Use groups as well as individual counseling support. The components of this group 
were specifically designed to effectively target those individuals struggling to succeed with 
traditional/available models of recovery at the time, and has proven to be hugely successful in 
reaching those ranging from pre-contemplative stages of recovery to rebuilding after relapse. 
Many individuals not yet ready to address the root issues and/or impact of their substance use 
upon their housing instability have been able to connect through the outreach and non
judgmental approach utilized in this service area. Staff in this progran1 identify goals with 
participants and develop a curriculum to serve clients most effectively. 

• Motivationallntet-viewing 

Case Managers are trained in Trauma-Informed Care, Motivational Interviewing, and crisis 
strategies, and utilize them daily. Motivational Interviewing helps the Case Manager provide 
better assess and provide direct service to the client during each visit. Front Steps believes these 
methods are very helpful in helping our clients to access housing, stabilize in their new homes, 
and help them maintain it over the years. 

• Trauma-Informed Care 

Front Steps provides a Trauma-Informed approach to deliver services to clients. Following the 
tenants of a Trauma-Informed approach, as detailed by SAMHSA, Front Steps I) realizes the 
widespread impact of trauma and understands potential paths for recovery; 2) recognizes the 
signs and symptoms of trauma in clients, families, staff, and others involved with the system; 3) 
responds by fully integrating knowledge and trauma into policies, procedures, and practices; and 
4) seeks to actively resist re-traumatization. Front Steps adheres to the 6 key principals of I) 
safety; 2) trustw01ihiness and transparency; 3) peer support; 4) collaboration and mutuality; 5) 
empowe1ment, voice, and choice; and 6) cultural, historical, and gender issues in delivery of the 
Trauma-Informed approach. Further, Front Steps uses trauma-specific intervention programs 
that recognize: "I) the survivor's need to be respected, informed, connected, and hopeful 
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regarding their own recovery; 2) the interrelation between trauma and symptoms of trauma such 
as substance abuse, eating disorders, depression, and anxiety; and 3) the need to work in a 
collaborative way with survivors, family and friends of the survivor, and other human services 
agencies in a manner that will empower survivors and consumers." (d~finitionfi"om SAMHSA). 
Front Steps Board of Directors have a commitment to service delivery to clients that incorporate 
trauma informed care. 

• Rapid Re-Housing 
Front Steps has extensive experience in running Rapid Re-Housing programs. We have 
received funding directly through our ESG grants, our Veterans Initiative, as well as 
through our partnership in the BSS+ Collaborative. In the past, we have also received 
Homelessness Prevention and Rapid Re-housing Program (HPRP) funding to provide 
services to clients. Front Steps provides housing location, placement, and stability 
services through our ESG Rapid Re-Housing grant, through BSS+ funding, and our 
Support Services for Veteran Families (SSVF) program is the largest Rapid Re-Housing 
program in the country. 

• Permanent Supportive Housing 
Since 2008, Front Steps has managed a HUD-funded Permanent Supportive Housing 
program in which we support 54 clients annually to maintain housing in the community. 
Partnership with landlords and property owners are maintained and the clients in this 
program are supported by case managers to work on a variety of issues: drug/alcohol 
use, mental health issues, physical health issues, daily living skills, financial education, 
etc. These services are provided to adults experiencing homelessness. 

Coordination and Communication Strategies 

Front Steps recognizes that the ARCH operator works collaboratively with many organizations 
and individuals in order to educate the community about the complexities ofhomelessness and to 
meet the needs of the diverse clients that ARCH serves. Strong interagency partnerships and 
community collaborations are required to ensure that ARCH offers an integrated array of 
comprehensive services, treatment, and housing that empower clients to reach their highest 
potential. These collaborations help ensure homelessness is rare, briet: and non-recmTing in our 
community. 

• Downtown Associations: Front Steps strives to be a good neighbor by participating in 
events, meetings, and community forums hosted by the Downtown Austin Alliance 
(DAA), Downtown Austin Neighborhood Association (DANA), and the Hospitality 
Institute Safety Committee. Staff members are actively involved with the DAA 's 
Security and Maintenance Committee, which "brings together property owners and 
managers, social service agencies, and business officials to address issues that impact the 
safety and cleanliness within and around the downtown Public Improvement District." 
Attendance at these committee meetings has served to strengthen Front Steps' 
relationship with the Austin Police Department, Downtown Austin Community Court, 
APD Commander's Forum, and the downtown business community. 
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Front Steps partnered with DAA (Downtown Austin Alliance), Sixth Street Austin, and 
others to develop public relations campaigns aimed at educating the public and bringing a 
deeper understanding to the plight of those experiencing homeless in our community and 
how the City, social service agencies, and the community at-large can work together to 
meet the plethora of needs. 

In every interaction with downtown assoc1atwns, Front Steps seeks to convey our 
commitment to their mission of preserving and enhancing the value and vitality of 
downtown Austin, while doing our best to serve the varied needs of downtown's most 
vulnerable individuals. 

• Downtown Homeless Service Providers: Front Steps helps to coordinate services with 
Caritas, Salvation Army, and Trinity Center to guarantee that the best possible, housing 
focused services are offered for homeless men, women, and children in the downtown area. 
Front Steps has implemented regularly scheduled meetings with other service providers. 
Front Steps has managed an inter-agency shelter reservation system whereby many local 
nonprofits can reserve overnight shelter space for their clients at the ARCH. Front Steps 
will reserve some spaces through the coordinated entry system and various outreach efforts. 
With other service providers, including the new Sobering Center Austin, Front Steps will 
continue to share resources to ensure people are housed as quickly as possible in the 
community using Housing First principles. The following organizations participate in this 
system, which extends Front Steps' capacity to provide Case Management to those who 
need it: Integral Care, the VA, Downtown Austin Community Court, and HOST. 

• Ending Community Homelessness Coalition (ECHO): Front Steps embraces its role of 
advocating for people experiencing homelessness served at the ARCH. Numerous staff 
members are involved with ECHO, which is "dedicated to planning, prioritizing, and 
developing strategies to end homelessness in Austin." Front Steps Executive Director is 
an active member on the ECHO Membership Council, which directs and guides the 
strategy and actions of ECHO. Front Steps' staff members are also involved with ECHO's 
Planning and Evaluation Committee as well as the Events and Community Education 
Committee. Further, Front Steps plays a leadership role in ECHO's Point-in-Time Count, 
has partnered with them over the years with services at the mmual Homeless Resource 
Fairs, and also plays a role in the HMIS work group meeting. 

• Law Enforcement and First Responders: Front Steps maintains a strong working 
relationship with the Austin Police Department and Emergency First Responders in order 
to ensure the safety and security of the clients, staff, and volunteers at the ARCH. Since 
the ARCH opened at its current location, Front Steps, APD, EMS, and other entities have 
made many conce1ted efforts to address health and safety concerns within, and outside of, 
the facility. When APD staffing levels did not allow for this, Front Steps responded by 
utilizing private security officers. We regularly attend the Downtown Strategy and 
Commander's Forum meetings as pmt of our efforts to engage the community around 
safety for all those who come to the facility. 
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• Homeland Security and Emergencv Management (HSEM): Front Steps partners with 
HSEM for coordination of Cold Weather Shelter and Heat Advisories. 

• Hospital Systems: Through our Recuperative Care Program (RCP), Front Steps has an 8 
year history working with hospital systems at discharge, and a much longer history working 
at the street and shelter level needing assistance navigating healthcare systems. Hospitals 
often coordinate with Front Steps at discharge when a client has nowhere else to go. For 
those who are not sick enough to remain in the hospital but are too sick to return to the 
streets, these individuals are referred to our Recuperative Care Program. Front Steps also 
coordinates with community providers and shares a co-located space with Community Care 
Clinic. Front Steps has also been a part of the Emerge program for many years. For many 
years we served as a resident program to teach medical students about homeless services. 

• Mental and Behavioral Health Systems: In partnership with Integral Care, various 
institutional settings, and other community agencies, Front Steps takes a joint approach to 
assisting our clients with accessing and/or maintaining mental health resources and 
services. Every aspect of our services, from outreach to shelter, then into Case 
Management services, then onto housing stability, Front Steps recognizes the importance 
of addressing our population's mental health needs as a whole. We continue to collaborate 
and coordinate services with various departments within Integral Care and other 
organizations. One of the newer relationships we have built involves the Homeless 
Outreach Street Team (HOST), which includes Downtown Austin Community Court 
(DACC), Integral Care, Austin Police Department (APD), and Emergency Medical 
Services (EMS). 

• Cdminal Justice Systems: Front Steps has a long history working with Downtown Austin 
Community Court (DACC) program and case managers. We also work with Travis County 
(Re-entry) offender employment specialists. Front Steps participates in Re-entry roundtable 
looking at strategies to help with criminal justice system. Front Steps works with Victim 
Services and individual clients to navigate with Austin Police Depmiment "Crime Services" 
municipal court. We have a history of jail visits basis to provide information and resources to 
incarcerated individuals prior to release. 

• Homeless advocates: Front Steps is actively involved with numerous coalitions and advocacy 
organizations, including ECHO, the Basic Needs Coalition of Central Texas, One Voice Central 
Texas (formerly the Austin Area Human Services Association), the Religious Coalition to 
Assist the Homeless, and the Downtown Cluster of Congregations and Social Agencies. Front 
Steps enthusiastically works with each of these organizations in an effort to eliminate 
homelessness in Austin. Front Steps considers itself to be a leader in advocating for people 
experiencing homelessness to develop solutions that will make homelessness rare, brief and 
non-recmTing in our community. By providing housing focused services we have shown great 
results in our community throughout our programs. 
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Media and Communications 

• The Media: Front Steps utilizes every possible opportunity to educate the community 
about homelessness, working with the media to tell the stories of the men and women we 
serve. Front Steps Communications and Development depruiment is dedicated to 
responding promptly to all media inquiries. In the past year, Front Steps has responded 
to media inquiries and interview requests from every local television news program, 
numerous radio stations, and various printed publications. Front Steps strives to be 
proactive in keeping the issues of homelessness and housing in the public discourse by 
submitting press releases and communicating frequently with various media outlets. 
Front Steps has a long history responding to media requests regarding homeless services, 
education, laws, ru1d ordinances that affect people experiencing homelessness. 

Front Steps uses the following policy when responding to information and interview 
requests from the media: 

o The Front Steps' Executive Director and Communications and Development 
department will promptly respond to all inquiries regarding ARCH. 

• When the media inquiry is about routine ARCH operations, the Front Steps' 
Executive Director and Communications and Development Depruiment will 
immediately respond, answer questions, and conduct interviews. Routine 
inquiries include requests about basic services, Cold Weather Shelter, and 
services offered during the holiday season. 

o When the media inquiry is about the ARCH budget, a client complaint, or 
anything that could result in a negative news story, Front Steps will coordinate its 
communication efforts with the City's Communications and Public Information 
Office. 

• Citv and Countv Leadership: Relationships with City and County leaders are vital to 
Front Steps' success. Front Steps recognizes its role as experts in working with homeless 
men and women, particularly those who are chronically homeless. As such, Front Steps 
works hard to share the experiences of homeless community members with those in 
positions ofleadership who need to understand the realities of homelessness in Central 
Texas. Each year the Executive Director invites many City and County leaders to tour 
the ARCH and learn more about the services provided and individuals served. 

• HHSD Staff/Requests fot· Information: Front Steps is committed submitting required 
reports on a timely basis and responding to unanticipated requests for information as soon 
as possible. Front Steps recognizes that ARCH is very public program and that requests 
for information often come from the media or the community. 

The Front Steps' Communications and Development department, as well as the 
Leadership Team, promptly responds to all requests for information. The 
Communications and Development depruiment, which includes the Director of 
Development and Volunteer Coordinator, is available to provide tours and presentations 
about the services available at the ARCH, answer questions, and reply to inquiries from 
the media aJld city officials. Both staff members provide their cell phone numbers on 
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their outgoing voicemail messages to ensure that they can be reached at all times. They 
routinely field phone calls at night and during the weekend when called upon to do so. 

Community Education & Engagement: Front Steps embraces every opportunity to educate 
the community about the people served at the ARCH and how the public can assist with meeting 
their needs. Front Steps uses digital platforms, social media, holds tours/information sessions, 
responds to inquiries, participates in various community education activities such as simulations, 
participates in Homelessness and Hunger Awareness Week activities, shares our clients' stories 
celebrating their journeys towards stability in housing, offers opportunities for volunteering, 
participates in the education of students/future healthcare providers/law enforcement, and plays 
an active role in any innovative attempt to address homelessness in this city. As the non-profit 
operator of the ARCH on behalf of the City of Austin, Front Steps communicates with the City 
prior to responding to controversial inquiries. We are committed to presenting accurate 
information about the ARCH, its services, and its clients and coordinating our communication 
efforts with the City as appropriate. 
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FRONT STEPS ORGANIZATIONAL CHART 

Front Steps Updated 2018 
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GREG MCCORMACK, M.ED. 
6302 Cary Drive • Austin, TX 78757 • 512.230.5272 • gsm9099@vahoo.com 

Experienced Director of Social and Career Services, with strong strategic and analytical abilities. Leader with 
experience on all levels of service provision and oversite. Creative thinker and problem solver, with a strong 
commitment to going above and beyond to meet expectations and needs. 

PROFESSIONAL EXPERIENCE 

FRONT STEPS 2014-Present 

Executive Director (2018- Present) 
Program Director 
Oversee program, staff, contracts, and fiscal operations for three HUD PSH programs, City of Austin PSH grant, 
transitional housing program, Best Single Source Plus, Streets of Hope Substance Program, Shelter Case 
Management, Keep Austin Housed AmeriCorps Program, and Recuperative Care Program. Serve as direct report 
for five managers and oversee a staff of 46 FTE. Responsible for development, implementation, management, 
and evaluation of all agency programs designed to improve the self-sufficiency of homeless individuals. 

o Ensure all contract obligations are met and reported on. 

o Collaborate with Development team to seek and secure funding. 

o Primary contact for HR related issues with direct and indirect staff and AmeriCorps members. 

o Coordinate services and relationships with 10 partner agencies that co-locate at Front Steps. 

o Oversee budgeting and financial reporting for Program Grants. 

o Serve as spokesman for the agency, maintain positive relationships with community partners and 
funding agencies. 

o Helped Front Steps apply for and receive VA Grant for $3 million over 3 years to take lead on 
ending homelessness for veterans in Austin. 

U.S. VETS -lONG BEACH, CA 
Executive Director, 2006- 2013 

2001-2014 

Oversee and manage U.S.VETS-Long Beach Site, the largest such facility in the country that provides housing 
and social services to over 550 formerly homeless and disabled veterans. Procure, manage and oversee 
reporting requirements on funding sources that include federal grants from VA, HUD, Dept of Labor, 
Corporation for National and Community Service/AmeriCorps), foundation support, individual donations, and 
annual fundraising luncheon (500 attendees), which helped grow budget from $4 million to $5 million. 
Function as primary community liaison with community and business members. 

o Create and manage annual budget of $5 million (grew budget from $4 to $5 million over 5 years). 

o Manage 400 low income rental units for veterans, compliance with fair housing, strive to achieve 
zero evictions while providing clear resident expectations. 

o Supervise 50 FT staff members, with direct reporting including Program Managers, Workforce 
Managers, Operations Managers, and Administrative Support. 

o Ensure quality and on time submittal of all required reporting needs, including serving as primary 
contact for Board members, audits and evaluations. 

o Put together and manage local Advisory Board made up of business and community members 

o Adopt and carry out strategic plan of the organization while ensuring staff and community 
members prioritize are knowledgeable of all goals. 



Operations Director. 2003 - 2006 
Create and monitor site budget, serve as primary contact for funding sources including HUD, Veterans Affairs, 
and Department of Labor. Ensure that funds are appropriately managed and allocated according to individual 
budget requirements. Provide support to director on HR related issues. 

o Keep site in adherence of OMB A-122 regulations for nonprofit organizations. 

o Manage expenditures and staff costs to keep within budget. 

o Submit required reports for internal controls as well as those required by funding sources. 

Workforce Development Director, 2001- 2003 
Manage and oversee Workforce department and staff, career center services, and job development. Monitor 
and report to all funding sources and ensure department meets all goals. 

o Placement of over 150 veterans per year in to full time employment, with 80% placement rate. 

GOODWILL INDUSTRIES OF S. CA, Los Angeles, CA 1993-2001 
Workforce Development Manager. 1998- 2001 

Manage occupational skills training programs, veteran's services, and career resource center for low income 
and disabled individuals. Supervise staff of Career Counselors, Employment Specialist, and Career Center 
Clerks. 

o Implemented new Welfare to Work Program for low income single parents 

o Helped design and oversee construction of new One Stop Career Center, ensure it meets needs for 
people with disabilities. 

o Participated in start up of City of Los Angeles Disability Taskforce Team. 

Career Development Coordinator, 1995- 1998 
Coordinate grant funded employment training and assistance program for low income individuals. 

Program Coordinator/Career Counselor, 1993- 1995 
Oversee program, budget and staff to provide training and employment assistance to low income individuals. 
Manage Case load of low income and/or homeless individuals. 

AUSTIN STATE HOSPITAL, Austin, TX 

Therapist. Extended Care Unit 
1992-1993 

Lead groups on Conversation Skills, Independent Living Skills, Symptom Management and Problem Solving for 
chronically mentally ill patients. 

o Wrote Rehabilitation Assessments and participated in team staffing with psychologist and social 
workers. 

o Participated in new and innovative Psychosocial Behavioral Training System of working with 
chronically mentally ill individuals. 

CENTRAL TEXAS REHABILITATION ASSOCIATES, Austin, TX 

Counselor 
Conduct interviews, individual and group counseling related to vocational evaluation. 

o Administered and evaluated array of psychometric assessment. 

EDUCATION 

Masters of Education, Texas State University (1991) 
Major: Counseling and Guidance • Minor: Psychology/Sociology 

Bachelors of Science, Texas State University (1989) 
Major: Psychology • Minor: Mathematics 

1991-1993 



SHEILA JOSEPH, MBA 
606 Point Run Drive Pflugerville, Texas 78660 
Josephs080(tilgmail.com 512-568~5350 

QUALIFICATIONS: 
• 15+ years in accounting and 3 years of auditing and financial review experience. 

• Forecast and developed budgets for Directors. 

• Detailed preparation and analysis of financial reports. 

• Evaluated accounting systems and implemented processes of improvements. 

• Team player in supporting the achievements of the overall corporate goals and objectives. 

PROFESSIONAL EXPERIENCE: 

FRONT STEPS, INC. TX. 2015- CURRENT 

Finance Director 

• Guides the financial decisions oft he organization by preparing an annual budget, scheduling 
expenditures, analyzing variances, and forecasting requirements and market trends. 

• Provides general oversight over department's accounting, accounts payable, accounts 
receivables, budgeting, cash control, financial analysis, and financial reporting. 

• Provides guidance and recommendations to management in the development and completion 
oftheir budgets to meet the needs of the department and comply with government and grant 
funding requirements. 

• Reviews financial and budget reports and performs financial analysis by establishing schedules, 
reviewing financial and/or budget reports to ensure accuracy and reporting on financial and 
budget condition and trends. 

• Reviews financial forecasts and summaries and analyzes financial and industry trends for the 
purpose of recommending a plan of action for the organization and/or departments. 

• Manages finance functions by managing any or all accounting, budgeting, purchasing, accounts 
payable, accounts receivables, and payroll functions. 

• Prepares reports and statistics reflecting revenues, expenditures, and other financial results. 
• Assures proper approval is provided before invoices are paid, and prepares checks. 
• Ensures the accuracy of all financial record keeping. 
• Prepare and enter monthly journal entries. 
• Reconcile bank accounts and monthly bank statements. 
• Prepare Form 990 for filing each fiscal year. 
• Assist management in the preparation of an annual report for the organization. 
• Work closely with managers to ensure compliance with grant and contract requirements. 
• Develop financial estimates and projections. 
• Works closely with and provides general oversight of management in the development of new 

programs and the budget to fund new activities and initiatives. 
• Research and develop information for proposals, new programs, and program modifications. 
• Provide financial information and prepare reports for the City of Austin, HUD, and other funders 

or agencies. 



• Develop financial and accounting policies and procedures to ensure internal controls over 
funding. 

• Assist the Board of Directors with the recruitment of auditors and ensure controls are in place to 
adhere to audit expectations. 

• Perform other duties as assigned. 

OVATE ACCOUNTING AND BOOKKEEPING AUSTIN, TX, 2013-2015 

• Daily entry of accounting transactions: vendor bills, customer invoices, bill payments, customer 
payments and deposits, other disbursements and withdrawals. 

• Maintain complete and up-to-date detailed accounts receivable, accounts payable and cash 
account ledgers able to provide daily or weekly reports on these and other critical areas of 
business management. 

• Able to either processes payroll or make the necessary entries to record payroll processed bay 
third-party provider which includes complete recording of gross wages, employer tax and other 
payroll expenses, and payroll liabilities. 

• Perform a periodic review of your general ledger to ensure all activity is correct and all necessary 
cash-to-accrual or income recognition adjustments have been made. 

• Issuance of financial statements 

• Ensuring that your accounting data file is set up correctly to fit your business model and to 
provide the reporting functionality your business requires. 

TEXAS ASSOCIATION OF NON PROFIT ORGANIZATIONS (TANO), Austin, TX, 2012-2013 

Director of Finance 
• Prepared month end journal entries including accruals; performed monthly reconciliations. 

• Coordinate, analyze and report the financial performance to Management and Board of Directors 
(financial performance, projections and other special projects as required). 

• Prepare financial forecasts of financial performance for use with internal management and 
external parties. 

• Oversee audit and tax functions, coordinate activities with outside audit firms and review firm's 
performance. 

• Develop, implement and maintain accounting and administrative policies and procedures fora 
wide-ranging set of activities including financial accounting and reporting, employee relations 
(hiring/terminating policies) and other corporate policies. 

1'7 



• Proficiency in all aspects of corporate accounting and all pertinent GAAP, SEC rules and 
regulations including Sarbanes-Oxley compliance. 

• Prepared monthly financials for multiple organizations. 

LUTHERAN SOCIAL SERVICES OF THE SOUTH, Austin, TX, Jan 2010- September/2011 

Financial Specialist/Director of Programs 
• Responsible for preparing monthly journal entries, income statements and invoices within Black 

baud accounting software. Developed financials to compare budget to actual compliance with 
Government contract. Prepared variance analysis. 

• Maintained accounts receivable, accounts payable and supporting spreadsheets that reflected the 
categorical compliance of the contract. 

• Oversee service planning, program budget, evaluation process, and statistical information in 
assuring achievement of project deliverables. 

• Generated accounting schedules for A 133 audits. Worked closely with auditors during theA 133 
audits and annual audits. 

• Serve as primary contact regarding contractual issues for the Social Service Block Grant (SSBG) 

• Trained, supervised and assisted in evaluation of assigned staff. 

• Served as a primary contact for issue resolution concerning invoice processing, statement 
reconciliation and vendor payment activities 

• Implemented and administered SSBG Housing-Related Unmet Needs programs in the assigned 
area. Presented statistical data and financial information through Excel Power Point. 

• Developed, reviewed and updated program policies and practices 

• Prepared worksheets and schedules for auditors and internal use of the company 

• Overseer of subcontractor processes to include contract management, contract compliance and 
outcome of service provision. 

• Prepared supporting reports for grants and supporting reports for data collections to present to 
Federal government. 

• Performed period end closing, ensuring subsidiary ledger ties with general ledger. 

• Composed ad hoc reports and presentations to Vice President of External Affairs. 

• Traveling, networking, community outreach and client advocacy 

• Ensured confidentiality of records utilizing locked file features of Outlook. 

ARROW GLASS AND MIRROR, Austin, TX, March 2009- August,2009 

Controller 
• Responsible for research and examination of lost data during a conversion from QuickBooks Pro 

to SAGE Timberline. 



ROBERT HALF INTERNATIONALIACCOUNTEMPS, Austin, TX, 2006-2009 

Accountant/Consultant 
Industries: Non-Profit; Property management; High Tech; Oil and Gas; private sector 

• Generated monthly financial statements, including P & L, Balance Sheet & Cash Flow Analysis 
utilizing Quick books and Peachtree accounting software. 

• Executed monthly billing Invoices with supporting documents. 
• Developed general Ledger analysis. 
• Completed Bank and Account reconciliations monthly. 
• Prepared and entered monthly journal entries and accruals. 
• Maintained internal bi-weekly payroll for over 30 employees. 
• Maintain the contributions of 40 I K recipients 
• Established new policies and procedures to maintain internal accounting controls. 
• Implemented processing changes to improve processing and rep01ting efficiency and accuracy, 

presentation of information operating Microsoft Power Point. 
• Compiled worksheets and schedules for auditors using Microsoft Excel. 
• Provided weekly invoices and managed payment plan receivables. 
• Recorded and entered general ledger journal entries and monthly accruals. 
• Worked with IT departments to ensure timely and precise software conversions 
• Developed reports for Management. 
• Incorporated worksheets for monitoring of annual budgets 

VOLUNTEERS OF AMERICA, New Orleans, Louisiana, 2002- 2005 

Accountant 
• Produced financial reports, developed budgets, and performed variance analysis in accordance 

with Program requirements. Compiled periodic financial reporting packages for senior 
management. Expedited internal audits to ensure regulatory compliance and operational 
efficiency/accuracy. Contributed to teamwork in carrying out special projects. 

• Converted software from ACCPAC accounting to MIP accounting software. 

• Consistently met deadlines while demonstrating strong analytical and problem-solving skills to 
achieve corporate objectives. 

• Prepared integrated spreadsheets for government and state grants to reflect cost reimbursement. 

WERLEINS, Metairie, Louisiana, 1999-2002 

Accountant 
• Assisted Controller with monthly account reconciliations, reconciled general ledger transactions. 

Developed journal entries, and ARIAP. 



DEFENSE CONTRACT AUDIT AGENCY 1988- 1990 

Auditor 
• Worked both in teams and alone to produce audit findings and reports. Performed complex 

auditing work for the Department of Defense. Audits consisted of examining, investigating and 
reviewing financial documentation and management practices to ensure legal compliance with 
federal laws, rules and regulations pertaining to the Department of Defense Contractor guidelines. 
Conducted audits for efficiency, and effectiveness to detect waste abuse and fraud of contractors. 

EDUCATION: 

l\laste1·s of Busirwss Admini:-.traiion (2008) 

University of Phoenix 
Austin, Texas 
Bachri<ws of Sdt·nce {Ac•:mmti•Jg) ( 1987) 

Southern University ofNew Orleans 
New Orleans, Louisiana 

COMPUTER/ ACCOUNTING SOFTWARE (RECENT): 
Quick books Pro 
Quick books Premier Non-Profit !:edition 20 I 0. 20 II. 2012 
Quick books Online 
Quick books Premier Accountant Edition ~013 
Timberline Accounting Software 
Sage MJP 
Black baud 
Microsoft Office including EXCEL 



Sharon Y, lowe 5200 Scout Island Circle. s., Austin, Texas 787311 Home: 512-345-1990 

Cell: 512-775-4774 email: sharonylowe56@gmail.com 

Executive Profile 

Innovative leader, non-practicing attorney, human resources professional and lay pastoral minister 
who has led teams within higher education, government, high tech and nonprofit sectors with 
attention to building productive, inclusive and affirming relationships. 

Professional Experience 

Human Resources Director, Front Steps, Inc. 

November 2017-Present 

As a member of the FS leadership team, provide direction, accountability, planning and coordination of 
human resources and related policies, procedures and legal compliance to meet the organization's needs, 
including: recruiting and staffing; compensation and benefit administration; employee training and 
development; organizational development; policies, procedures, record-keeping and grant compliance; bi
weekly payroll assistance; Employee Web Services (EWS) co-management; and advise managers on 
employee relations, performance management, safety and wellness. 

fundraising Consultant, Front Steps, Inc. 

July-October 2017 

Assisted Front Steps with relationship development and fundraising for its first "Purse Power" event. 

Executive Director, Foundation for the Homeless, Inc. 
October 2007- June 2017, Austin, Texas 

Strategic development and oversight of FFH's programs, operations, budget and relationships, including: 
communications with the board, staff, government, congregations, other nonprofits, businesses, grant
makers and volunteers. Spearheaded new collaborations, programs, operations, communications and 
fund-raising strategies that: 

• Moved the organization toward "Housing First" models of preventing, ending and reducing the 
suffering of homelessness; 

• Increased the efficacy, cost-effectiveness and impact of all programs, and increased the number of 
persons who exited homelessness into safe, stable housing thru FFH by 2X or more; 

• Developed and operated for 13 weeks the Safe Sleep Shelter for Women Pilot Project,-a 
collaboration with ECHO, the Religious Coalition, Trinity Center/St David's Episcopal Church and five 
other churches to shelter each night 35-50 women experiencing chronic homelessness. The shelter 
was continued by the Salvation Army; 

• Expanded revenue development and community engagement programming. Launched Spirit of Compassion 
Awards event in 2009 that has raised up to $200K annually; 

• Increased "top-line" revenues by approximately 300% from 2008 to 2016. Two new grants implemented 
during 2015 -2016 added $500K in revenues. 

In addition, I, along with others: 



• Initiated strategic program, facilities and finance planning to cover FFH's projected needs for the next three 
to five years; 

• Moved FFH's offices to subleased space with Easter Seals of Central Texas (2014) and moved with them to 
new space July 2015. Reopened a Day Center and alternative shelter facility in June 2015; Leased three 
additional 3BR houses as shelter November 2015-0ctober 2017. 

• Held volunteer leadership roles at The Seton Cove, One Voice Central Texas, ECHO, Best Single Source Plus. 

Director, Interfaith Hospitality Network-Katrina, Foundation for the Homeless, Inc. 
October 2005- September 2006 (1 year) Austin, Texas 

Developed and led disaster assistance project for survivors of Hurricanes Katrina and Rita, working with 
70+ congregations, community groups and the City of Austin to provide housing and basic needs. 
Acquired major corporate donation and partnered with another nonprofit to distribute new furniture to 
350 households and house wares to more than 450 households. Managed National Emergency Grant and 
AmeriCorps staff members to provide case management to 50+ households. Handled FEMA appeals. 

Interim Director, Interfaith Hospitality Network, Foundation for the Homeless, Inc. 
October 2004- January 2005 (4 months) Austin, Texas 

Coordinated Austin's Family Promise-Interfaith Hospitality Network to provide shelter for eight families for 
a week at a time within two "loops" or networks of congregations and volunteers. 

Seminary Student and Community Volunteer, Home & Community 
September 2000- October 2004 (4 years 2 months) Austin, Texas 

Leaned-into family, vocation and community while attending Seminary of the Southwest 2000-2003. Built 
a new portfolio of experience and community service and connected with the arts with a goal of serving 
the poor and poor in spirit. Served on Seminary Inclusivity Task Force. 

Manager, Alternative Resource Management, Motorola Corporate Global Staffing 
November 1998 -August 2000 Austin, Texas 

Led a project team composed of members from human resources, supply management, IT, finance and 
legal from several business units across the U.S. and Canada to design and implement a contingent 
workforce management program for Motorola's North American operations. Project restructured 
temporary labor and contractor acquisition practices within 300 facilities. Corporate effort followed 
success of the program originally designed and implemented within SPS-Austin (now NXP). SPS work 
became a published Harvard Business School case study. 

Manager, Contracts and Compliance, Motorola-SPS (now NXP) 
October 1995- November 1998 (3 years 2 months) Austin, Texas 

Developed program and contracts to manage more than 5000 on-site contractors and consultants 
through more than 300 firms working within SPS facilities in Austin, acting as a bridge between Human 
Resources and Supply Management and working closely with legal, finance and security on process 
management and cost containment. Also managed EEO compliance functions for SPS units in Austin, 
North Carolina and California, including OFCCP audits. Member of the Diversity team. 

Interagency Counsel, General Services Commission, State of Texas 
January 1994- October 1995 (1 year 10 months) Austin, Texas 



Served as attorney for the former Governor's Energy Office, provided legal review for 32 programs within 
several state agencies and non profits that were funded by the U.S. Department of Energy, working 
closely with attorneys in the Office of General Counsel for the Governor (Richards and Bush). Lead 
attorney at GSC for human resources, purchasing, leasing, state and federal surplus property. Back-up 
attorney for telecommunications, construction and travel. 

Attorney, Massachusetts Community Colleges, Board of Regents of Higher Education 
July 1982- May 1993 (10 years 11 months) Greater Boston Area 

Began as a work-study law student and ended as Associate General Counsel for the Community Colleges. 
Handled administration and management, labor relations, contract negotiations, mediation and arbitration 
of collective bargaining issues, and litigation of labor/employment, education, civil rights, FERPA/FIPA and 
other privacy matters, contracts, etc., in state and federal district court. 

Education 
• TANO/CCBNO/ Austin Community College- Certificate in Nonprofit Leadership and 

Management, 2009 
• Seton Cove Leadership Pilgrimage-Soul-centered leadership, 2008 
• Episcopal Diocese of Texas, Formation in Direction (FIND), Certificate in Spiritual 

Formation and Direction, 2007 
• Seminary of the Southwest M.A. Pastoral Ministry, 2003 
• Suffolk University Law School, J.D. 1984 
• Virginia Commonwealth University, B.A., Political Science, 1980 

Additional studies in collective bargaining, arbitration and alternative dispute resolution, Victim-Offender 
Mediation/Dialogue through TDO, Workplace Chaplaincy Conference at Yale, Disaster Readiness and 

Recovery Training, Project Management, Facilitation, Process Mapping. 

Honors & Awards 

Ethics in Business and Community Award, Recognize Good/Concordia University/Samaritan Center, 
Foundation for the Homeless was one of three nonprofit finalists for 2015- 2016, 2016-2017. 

International Women's Day, Humanitarian Award Finalist, Ten Thousand Villages-Austin, March 2014. 

Pat Hazen Award, Trinity Center/St. David's Episcopal Church, April 2013- Award to Foundation for the 
Homeless for leading the Safe Sleep Shelter for Women Pilot. 

"Affordable Housing Hero" Hope Awards, Interfaith Action of Central Texas, May 2012-Honored for 
Foundation for the Homeless' leadership of the Family Promise-Interfaith Hospitality Network family 
shelter in Austin since 1993. 

Austin Women on Their Toes, Ballet Austin Guild, May 2003-0ne of 10 women honored for 
community advocacy and service, nominated by Caritas of Austin. 



ANGUS 11TREY" NICHOlS, Ill Round Rock, Texas 78665 

682-553-4664 I AVN32000@yahoo.com 

Director of Operations 
Delivered stability and scalability for 3 growing operations through structured governance and quality assurance processes 
that streamlined and revitalized programs, team structure, and systems in response to increasing demand. Influence 
change throughout organization. Readily convey technical information to non-technical audiences. 

Operations Management I Program Development & Management I Advanced Customer Support I Best Practices 

Engagement Scope I Delivery Governance I Risk Management I Process controls [Incident Management 

Interviewing & Hiring Employees I Staff Development I Training Workshops I Training Material Development 

Performance Appraisals I Client Satisfaction Surveys I Conflict Resolution I Purchasing I Supplier Management 

Cost Allocation I Expense Reporting I Research I Statistical Analysis 

Front Steps, Austin, Texas 

Director of Operations 

October 2014-Present 

Direct, administer, and coordinate operational activities by staff of 80 in support of policies, goals, and objectives 
established by executive director; set priorities, monitored grant applications, and developed alternative funding sources 
in collaboration with community organizations, board committees, and fund developers. Hold full P&L responsibility for 
$3M program budget. Assist with development of $7M agency budget; conduct periodic budget reviews. Summarize 
program outcomes based on programmatic reviews, agency audits, and data contained in statistical databases. Evaluate 
employee performance. Chair staff meetings. Address inquiries regarding policies, procedures, and programs. Support HR 
Director with hiring, training, and terminating employees; assist with processing accidental injury claims. 

• Spearheaded development of well-received programs that accelerated achievement of goals and objectives. 

Leadership 

Established new role that led to significant improvements in client flow and reduced complacency; marketed position 
to city for over 1 year to secure funding. 

Saved agency both time and money overseeing administration and troubleshooting of IT department with support of 
building services manager; managed internal IT and facilitated transfer of complex infrastructure to contracted IT 
company. 

Revamped work-order program, leading to increased transparency and accountability. 

Collaboration 

Defined and executed short and long-term strategies as member of BOD's policy and procedures committee. 

Motivated employees through teambuilding programs, training workshops, and as member of employee engagement 
committee- holiday parties and events- educator, training OSHA trainings for osha standards 

Eliminated threats to security of both personnel and property in partnership with risk assessment team. 

Process Improvements 

Developed quality management processes that drove improved service delivery and client compliance; established 
metrics to manage and track activity. 

Managed planning and coordination of new locations; expedited transition to new facilities. 

Drove continuous improvement of all operations through process training, 
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Foundation for the Homeless, Austin, Texas October 2011-0ctober 2014 

Director of Programs and Operations 
Directed housing, transportation and case-managed programs for operation serving 35-40 families each year through 
volunteer-driven, mobile shelter program. Managed leased facilities used for offices and shelter. Managed qualified 
supplier base; negotiated favorable terms. Supported grant writing and fundraising opportunities. Tracked client census 
and client outcomes. Enforced ethical and confidential best practices; investigated program violations by staff and clients; 
oversaw discipline for staff and clients. Oversaw client financial assistance and compliance with grant standards. 

Conducted internal agency audits; represented agency during external city and state grant audits. 

Innovated new evidence-based and data-driven approach; developed, revised, and implemented policies, in response, 
in partnership with executive director and business manager. 

Drove attainment of safe and secure housing for 79%-93% of families. 

organized fundraising event 

Managed and cultivated team of well-qualified and motivated volunteers. 

Tarrant County Samaritan House, Fort Worth, Texas 

Support-Services Manager 

May 2003-September 2011 

Oversaw allocation of grants; verified departments heads met monthly allocation through status reports. Researched 
requirements set forth by grant manuals; formulated qualitative portions of RFP outlining funds allocation. Facilitated 
annual performance audits, audit responses, and Annual Performance Reviews (APRs). Represented agency at HMIS 
meetings. 

Texas Woman's University 

Master of Science (MS) in Family Therapy 

Bachelor of Science (BS) in Psychology 

Excel, Word, Access, Public Speaking, Budget Management and Development, Program Management, Program 
Development, Human Resources, Basic IT Related Services, Risk Management and Assessment, OSHA, Conflict Resolution 



Lisa Fisher 
Objective 

P.O. Box 143087 • Austin, TX 78714 
(512) 305-4102 • lfisher@frontsteps.org 

Highly motivated and ambitious professional with 18+ years of tri-sector experience seeks to secure a C-level 
position with an organization that can benefit from long-range strategic, analytical thinking, & strong coordination 
skills in serving various special needs populations. 

Brief Summary of Skills 
• Servant Leadership • Solution-Oriented • Adaptive Leadership Styles 
• Strategic Planning • Talent/Professional Development • Detail-Oriented 
• Change/Transition Management • Creation of Policies & Procedures • Vision + Implementation 
• Critical Thinking/Analysis • Resourceful/Independent • Trauma-Informed Care 
• Sound Decision-Making Skills • Agile in High-Stress Environment • Motivational interviewing 
• Domain Expertise • Grant Writing/Contract Management • Advanced Microsoft Office Knowledge 

Work Experience 
Front Steps at the Austin Resource Center for the Homeless, 11/05- present 
•!• Shelter Services Director (8/18 - present) 

Lead in the restructuring/recreation of a multi-disciplinary, multi-level department within a high-profile shelter in 
a large, metropolitan service area. Provide high-level, collaborative direction, coordination, accountability, 
implementation, and evaluation in contributing to the agency's planning, management, and oversight. Develop 
and maintain programs, policies, procedures, and processes that address employee issues as well as the 
provision of services to clients. Ensure compliance with various contracts, funding regulations, as well as 
employment laws. Negotiate contracted services and/or vendor agreements to ensure that the agency's needs 
are met. Actively participate in the Continuum of Care (CoC) as well as other stakeholder meetings related to 
service provision in this sector. 

•!• Shelter Programs Manager (2/10- 8/18) 
Developed, implemented, and coordinated Shelter Case Management, Best Single Source Plus, TDHCA ESG 
Rapid Re-Housing, Austin Energy Plus One, and other social service programs designed to empower homeless 
individuals to improve self-sufficiency. Supervised a team of Case Managers, Keep Austin Housed AmeriCorps 
members, and interns at the facility in the performance of their duties, including the provision of services to 
clients, expenditure usage, adherence to agency policies and procedures. Hired new employees, trained staff 
regarding client service delivery, and participated in the professional development of employees by providing 
guidance and support. Performed program evaluation to identify improvement and/or expansion of services, 
performed research, and developed strategies and resources to implement these services. Developed policies 
and procedures in accordance with the agency's mission, strategic objectives, and program philosophy. 
Ensured program, grant, and contract compliance. Participated in the creation of departmental budget and 
operate programs within budget limits, as well as writing grant applications. Collected and analyzed data 
related to client outputs and outcomes for reporting purposes, and ensured compliance with collecting data in 
ServicePoint/HMIS. Coordinated with co-located and community agency partners to develop effective 
collaborations and delivery of services to clients. 

•!• Case Manager (11/05- 2/10) 
Provided assessment, information and referral, and assistance to clients experiencing homelessness in 
accessing resources and services to empower them to become more self-sufficient in the areas of income, self
care, and housing. Facilitated support and/or skills training groups such as a skills training group based on the 
concepts contained within Dialectical Behavior Therapy. Worked closely with shelter staff in arranging shelter 
stays for clients. Developed relationships with other homeless service providers to facilitate clients' access to 
other services. Maintained records on clients, including tracking in the local Homeless Management 
Information System (HMIS), ServicePoint. 

Texas Dept. of Family and Protective Services, 4/04- 8/05 
•!• Protective Services Intake Specialist I (4/04- 8/05) 

Answered calls placed to the Protective Services Statewide Abuse Hotline for reporting abuse and neglect of 
children, the elderly, as well as for disabled adults. Assisted with the review of intakes for determination of 
priority, allegation type, and handling. Answered questions from professionals, clients, and the general public. 



Lisa Fisher 
Superior Healthcare Staffing, Inc., 5/02- 7/03 
•!• Staffing Director {5/02- 7/03) 

P.O. Box 143087 • Austin, TX 78714 

(512) 305-4102 • lfisher@frontsteps.org 

Scheduled medical professionals for shift-work at contract facilities. Recruited, processed, and hired 
prospective medical professionals while supervising and scheduling current employees. Marketed new 
contract clients and maintained current clients through telephone and written correspondence, as well as on
site visits. Other duties included creating and editing company-wide documents such as correspondence and 
marketing brochures, processing payroll for two market areas, as well as developing the company website. 

The Brown Schools of Central Texas at the Oaks Treatment Center, 12/97- 12/01 
•!• Unit Coordinator (6/00 - 12/01) 

Supervised a team averaging 20 employees in a residential psychiatric treatment facility providing care to 
adolescents. Trained staff in dealing with various populations served by the facility. Hired and trained new 
employees. Scheduled employees and participated in their professional development by providing individual 
and group supervision and guidance. 

•!• Facility Administrative Officer {1/00- 6/00) 
Provided on-site support and supervision for staff. Completed security and safety inspections of all secured 
units on the campus. Evaluated and adjusted staffing assignments as facility needs changed. Trained staff 
regarding patient care and coordinated responses to patient and unit crisis situations. 

•!• Mental Health Associate (12/97 -1/00) 
Supervised patients with moderate to severe behavioral disorders in a variety of programs. Responsible for 
implementing daily activities for the patients. Performed crisis interventions as needed. Completed 
documentation to payer and facility standards. Other duties included Activities Coordinator, ROPES facilitator, 
Certified Medication Administration Technician, Certified RPA instructor, Substitute Teacher, and prn Facility 
Administrative Officer. 

Education 
The University of Texas at Austin, Graduated 12/03 
•!• B.A. degree in English, with a minor in Sociology. 



TAB 6: Agency Qualifications 

• Narrative Description 

• Current Board of Directors Bylaws 

• Copy of the most recently filed IRS Form 990 or 990 EZ (no older than FY 2016) 

• Copy of Complete set of audited financial statements, including the auditor's opinion and 
any management letters, covering the two most consecutive audit years. 

• Approved Board of Director's minutes during the previous fiscal year reflecting the 
Board has a documented process that: 

I. Reviews program performance 
2. Approves Budgets 
3. Reviews Financial Performance 
4. Approves audit reports 
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TAB 6: Agency Qualifications 

Front Steps has proven financial stability and we submit all of our 990 tax returns annually to the 
IRS, pay all federal and state payroll taxes, and have no past due taxes due to the City of Austin. 
We have audits performed annually and have received an unqualified and/or unmodified audit 
opinion, no statements of ongoing concern uncertainty, and no material weakness or significant 
deficiencies in financial management and/or internal control in all years except for our 2016 
audit. 

Front Steps participates in performance monitoring multiple times per year, by Federal, State, 
and local funders, and remains in good standing managing almost $7 million in expenses and 
revenues. We take our financial management of all funds very seriously and are in compliance 
with all financial and rep01iing requirements. In regards to the issues found in our 2016 Audit, 
please see the following information: 

Material Weakness (2016-003): 

This was a transition year, our Director of Accounting of many years retired, we brought on a 
new person. During this transition, a number of items were needing to be corrected, and thus 
journal entries. The auditing firm indicated a need for tighter controls on oversight and review 
ofjournal entries. Front Steps implemented a policy to address this issue and it was shown to be 
resolved in the 2017 Audit. 

Significant Deficiencies 

Journal Entries (2016-001): Journal entries prepared and recorded by the Finance Director 
without formal approval and review. Front Steps implemented a policy to address this issue and 
it was shown to be resolved in the 2017 Audit. 

Bank Reconciliations (2016-002): Bank reconciliations prepared by the Finance Director are not 
formally reviewed. Front Steps implemented a policy to address this issue and it was shown to 
be resolved in the 2017 Audit. 

Front Steps is eligible to legally contract with the City of Austin and the U.S. Department of 
Housing and Urban Development (HUD). Front Steps has the ability to meet all of Austin Public 
Health's supplemental purchase provisions as detailed in Section 0400 of the RFQS. 

Front Steps has an active board of directors that: 

• Meets regularly (at least 4 times per year) 

• Reviews program performance, financial performance, and annually approves the agency 

budget 

• Has specific terms with beginning and ending dates 

• Has a composition size. terms and other functions that are in compliance with the 

agency's bylaws. 
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• Receives no material compensation for their services 

• Has a strong commitment to fundraising to ensure well- funded and sustainable 

programs and operations. 

Front Steps Board of Directors minutes are organized using discussion points. Each item 
translates to a presentation from leadership under each section and the person delivering this 
presentation is identified in the minutes. Budget, financial performance, and audit reports are all 
delivered by our Finance Director as detailed in the minutes and the minutes are approved by the 
Board. For program performance we have included a program performance matrix that is 
discussed and reviewed at every Board meeting. 

Attachments: 

• Current Board of Directors Bylaws 

• Copy of the most recently filed 990 or 990 EZ (No older than FY20 16) 

• A complete set of audited financial statements which include the auditor's opinion and 

any management letters, covering the two most recent consecutive audit years. 

• Approved Board of Directors minutes during the previous fiscal year reflecting the Board 

has a documented process that: 
a) Reviews program performance (per the minutes is reflected in Programs Committee, 

and is covered by a Performance Measures Matrix) 
b) Approves Budget 
c) Reviews financial performance (per the minutes is reflected in the Finance 

Committee, and is covered by the Finance report presented by this committee) 

d) Approves Audit reports. 
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AMENDED BYLAWS OF FRONT STEPS, INC. 

These Bylaws govern the affairs of FRONT STEPS, INC., a non-profit corporation. 

ARTICLE 1 
OFFICES 

Principal Office 

1.01 The Corporation's initial principal office in Texas will be located at 500 East 7'" Street, 
Austin, Texas 78701. The Corporation may have such other offices, in Texas or elsewhere, as 
the Board of Directors may determine. The Board may change the location of any office of the 
Corporation. 

Registered Office and Registered Agent 

1.D2 The Corporation will maintain a registered office and registered agent in Texas. The 
registered office may, but need not, be identical with the Corporation's principal office in Texas. 
The Board may change the registered office and the registered agent as permitted in the Texas 
Non-Profit Corporation Act. 

ARTICLE 2 
MISSION 

Based on the belief that all people deserve the dignity of a safe place to call home ... Front 
Steps, Inc. provides people who are experiencing homelessness with a way home. 

* Providing excellent case management, suppo1·t, and shelter services. 
* Transitioning people experiencing chronic homelessness to a variety of sustainable 

housing options. 
* Educating the community about the needs of persons experiencing homelessness 

and innovative approaches to meeting those needs. 

ARTICLE 3 
BOARD OF DIRECTORS 

Powers 

3.01 The activities, property, and affairs of the Corporation shall be managed by its Board of 
Directors, who may exercise all such powers of the Corporation and do all such lawful acts and 
things as are permitted by statute or by the Articles of Incorporation or by these Bylaws. 

Number, Qualifications, and Tenure of Directors 

3.02 (a) The Board of Directors shall consist of at least five (5) Directors and no more than 
fifteen (15) Directors. Directors need not be Texas residents. All appointments to the Board 
shall be for three year terms. No person shall serve more than three consecutive terms. After 
serving three consecutive terms, a Board member may be eligible for reconsideration as a Board 
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member after one year has passed since the conclusion of such Board member's service. The 
Directors shall serve staggered terms as determined by the Board. 

3.02 {b) In addition to the r'egular l"fiE!iHber::. uf tl1e BuarU, lt!!Jit!::,eni.dtives uf ::,uch uiher 
organizations or individuals as the Board may deem advisable to elect shall be Ex-Officio Board 
Members, but shall not have voting power, shall not count as one of the regular Board members 
and shall not be eligible for Board office. 

Nominating Directors 

3.03 At any meeting at which the election of a Director is held, a Director may nominate a 
person with the second of any other Director. 

Electing Directors 

3.04 A person who meets the qualifications for Director and who has been duly nominated may 
be elected as a Director. Directors will be elected by the vote of the Board. Each Director will 
hold office until their term expires or they resign. A director may be elected to succeed himself 
or herself as Director, subject to the term limit set forth in 3.02(a). 

Vacancies 

3.05 The Board may fill any vacancy in the Board, even if the remaining Board members do not 
constitute a quorum, by the affirmative vote of a majority of the remaining directors. 

Regular Meetings 

3.06 The Board's regular meetings shall be held at such time and place as shall be determined by 
the Board. 

Speciall\ileetings 

3.07 The Chairperson or any four (4) regular Board members may call a special meeting of the 
Board on five (5) days' notice to each member of the Board. Notice shall be served to each 
Board member via phone call or message, hand delivery, US mail, e-mail, or fax. The person or 
persons authorized to call special meetings of the Board may fix any place, so long as it is 
reasonable, as the place for holding any special meeting of the Board called by them. 

Quorum 

3.08 At each meeting of the Board, the presence of a simple majority of Directors then serving 
shall constitute a quorum for the transaction of business. The act of the majority of the Board 
members serving on the Board and present at a meeting in which there is a quorum shall be the 
act of the Board, unless otherwise provided in the Articles of Incorporation or these Bylaws, or 
the law specifically requires otherwise. If a quorum is not present at a meeting, the Board 
members present may adjourn the meeting from time to time without further notice until a 
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quorum shall be present. However, a Board member shall be considered present at any meeting 
of the Board if during the meeting he or she is in telephone communication with the other 
Board members participating in the meeting. 

Duties of Directors 

3.09 Directors will discharge their duties, including any duties as committee members, in good 
faith, with ordinary care, and in a manner they reasonably believe to be in the Corporation's 
best interest. In this context, the term "ordinary care" means the care that ordinarily prudent 
persons in similar positions would exercise under similar circumstances. In discharging any duty 
imposed or power conferred on Directors, Directors may, in good faith, rely on information, 
opinions, reports, or statements, including financial statements and other financial data, 
concerning the Corporation or another person that has been prepared or presented by officers 
and employees of the Corporation, professional advisors or experts such as accountants or legal 
counsel. A Director is not relying in good faith if he or she has knowledge concerning a matter in 
question that renders reliance unwarranted. 

Duty to Avoid Improper Distributions 

3.10 Directors who vote for or assent to improper distributions are jointly and severally liable to 
the Corporation for the value of improperly distributed assets, to the extent that, as a result of 
the improper distribution(s), the corporation lacks sufficient assets to pay its debts, obligations, 
and liabilities. Any distribution made when the Corporation is insolvent, other than in payment 
of corporate debts, or any distribution that would render the Corporation insolvent, is an 
improper distribution. A distribution made during liquidation without payment and discharge of 
or provision for payment and discharge of all known debts, obligations and liabilities is also 
improper. Directors present at a Board meeting at which the improper action is taken are 
presumed to have assented, unless they dissent in writing. The written dissent must be filed 
with the secretary of the Corporation before adjournment of the meeting in question or mailed 
to the secretary by registered mail immediately after adjournment. 

A Director is not liable if, in voting for or assenting to a distribution, the Director (1) relies in 
good faith and with ordinary care on information, opinion, reports or statements, from officers 
or employees of the Corporation, legal counsel, public accountants, or other persons as to 
matters the Director reasonably believes are within the person's professional or expert 
competence; or a committee of the Board of which the Director is not a member; (2) while 
acting in good faith and with ordinary care, considers the Corporation's assets to be at least that 
of their book value; or (3) in determining whether the Corporation made adequate provision for 
paying, satisfying, or discharging all of its liabilities and obligations, relied in good faith and with 
ordinary care on financial statements or other information concerning a person who was or 
became contractually obligated to satisfy or dischorge some or all of these liabilities or 
obligations. Directors held liable for an improper distribution are entitled to contribution from 
any person who accepted or received the improper distributions knowing they were improper. 
Contributions is in proportion to the amount received by each such person. 

Delegating Duties 

-t ::n 2012 



3.11 Directors may select advisors and delegate duties and responsibilities to them, such as the 
full power to buy or otherwise acquire stocks, bonds, securities, and other investments on the 
Corr.;urdLiun'!l Uehdlf; and lo ~eii, lrdrl.~fer or otherwise dispose of the Corporation's assets and 
properties at a time and for a consideration that the advisor deems appropriate. The Directors 
have no liability for actions taken or omitted by the advisor if the Board acts in good faith and 
with ordinary care in selecting the advisor. The Board may remove or replace the advisor at any 
time and without any cause whatsoever. 

Interested Directors 

3.12 Contracts or transactions between Directors or officers of the Corporation who have a 
financial interest in the matter are not void or voidable solely for that reason. Nor are they void 
or voidable solely because the Director or Corporate officer is present at or participates in the 
meeting that authorizes the contract or transaction, or solely because the interested party's 
votes are counted for the purpose. However, every Director with any personal interest in the 
transaction must disclose all material facts concerning the transaction, including all potential 
benefit and potential conflicts of interest, to the other members of the Board or other group 
authorizing the transaction. The transaction must be approved by a majority of the 
uninterested Directors or other group with the authority to authorize the transaction. 

Actions of Board of Directors 

3.13 The Board will try to act by consensus. However, if a consensus is not available, the vote of 
a majority of Directors present and voting at a meeting at which a quorum is present shall 
constitute the act of the Board unless the act of a greater number is required by law or by some 
other provision of these Bylaws. 

Compensation 

3.14 Directors may not receive salaries for their services. A Director may, subject to the 
approval of the Board, receive reimbursement of reasonable and necessary expenses incurred in 
connection with services rendered as a Director. 

Removing Directors 

3.15 The Board may vote to remove a director at any time, but only for good cause. Good cause 
for removal of a Director includes the unexcused failure to attend three (3) consecutive Board 
meetings. A meeting to consider removing a Director may be called and noticed following the 
procedures provided in these Bylaws for a special meeting of the Board of Directors of the 
corporation. The notice of the meeting will state that the issue of possibly removing the 
Director will be on the agenda and the notice will state the proposed cause for removal. 

At the meeting, the Director may present evidence of why he or she should not be removed and 
may be represented by an attorney at and before the meeting. Also, at the meeting, the 



Corporation will consider possible arrangements for resolving the problems that are in the 
mutual interest of the Corporation and the Director. 

A Director may be removed by the affirmative vote of a majoritY of 1he Board not inciuding the 
Director whose removal is being voted on. 

ARTICLE 4 
OFFICERS 

Officer Positions 

4.01 The Officers of the Corporation shall be President, Vice President, Treasurer, and Secretary. 
Corporate Officers shall be elected by the Board to fulfill the duties of the position. The Board 
may create additional officer positions, define the authority and duties of each such position, 
and elect or appoint persons to fill the positions. The same person may hold any two or more 
offices except for president and secretary. 

Election and Term of Office 

4.02 The Corporation's officers will be elected annually by the Board at the January Board 
meeting. If officers are not elected at this time, they will be elected as soon thereafter as 
possible. 

Each officer will hold office until a successor is duly selected and qualifies. An officer may be 
elected to succeed himself or herself in the same office. 

Removal 
4.03 Any officer elected by the Board may be removed by the Board only with good cause. 
Removing an officer will be without prejudice to the officer's contractual rights, if any. 

Vacancies 

4.04 The board may select a person to fill a vacancy in any office for the unexpired portion of 
the officer's term. 

President 

4.05 fhe president is the Corporation's chief executive officer. He or she will supervise and 
manage all of the Corporation's business and affairs and will preside at all meetings of the 
Board. The president may execute any deeds, mortgages, bonds, contracts, or other 
instruments that the Board authorizes to be executed. However, the president may not execute 
instruments on the Corporation's behalf if this power is expressly delegated to another officer 
or agent of the Corporation by the Board, these Bylaws, or statute. The president will perform 
other duties prescribed by the Board and all duties incident to the office of president. 

Vice President 



4.06 When the president is absent, cannot act, or refuses to act, the vice president will perform 
the president's duties. When acting in the president's place, the vice president has all the 
powers of and is subject to all the restrictions on the president. The vice president will perform 
other duties as assigned by rile presidem or Board. 

Treasurer 
4.07 The treasurer will: 

(h) Serves as the Chairperson of the Finance Committee. 
(i) Be responsible for financial oversight, ensuring that appropriate fiscal records are 

kept and ensuring that all funds are recorded, spent and monitored consistent with 
funders' requirements, legal requirements, and sound financial management. 

(j) Serve as the Board liaison to the Finance Manager employed by Front Steps. 
(k) Present a current financial report to the Executive Committee and Board of 

Directors within 60 days of the previous month end. 
(I) Oversee all other duties as outlined in the bylaws of the organization. 

The duties of the treasurer may be delegated to properly trained and designated staff acting 
with the treasurer's oversight. 

Secretary 

4.08 The Secretary will: 

(a) Give all notices as provided in the bylaws or as required by law. 
(b) Certify the accuracy of the minutes. 
(c) Keep a register of the mailing address of each Director, officer and employee of the 

Corporation. 

4.09 Executive Director (new section added) 

The Executive Director of Front Steps, Inc. is appointed by the president of the Board and is 
responsible for the overall day-to-day management of the organization that includes 
advancement of the mission, evaluation of the organization and its programs including financial 
management, staff management, shelter and housing operations and public relations. The 
Executive Director is a staff position, and is therefore a non-voting position. The Executive 
Director is not considered a member of the Board of Directors. The Board of Directors evaluates 
the Executive Director annually. The Executive Director can be removed by majority vote of the 
Board of Directors. 

The authorities and duties delegated to the Executive Director shall include: 

1. Carrying out the policies and strategic plan established by the Board of Directors of 
Front Steps; 

2. Ensuring that all programs are in line with agency mission and vision; 
3. Preparing an annual budget showing the expected revenues and expenditures; 

ensuring that Front Steps, Inc. meets all grant and contract requirements; 
4. Hiring, employing and discharging employees of Front Steps; developing and 



maintaining personnel policies and practices for the same which are consistent with 
all laws and regulations in the State of Texas; 

5. Maintaining the physical property of ARCH in good state of repair; 
6. Supervising ali business affairs of From Steps; 
7. Submitting regularly to the Board of Directors or by its authorized committees, 

periodic reports showing the professional service and financial activities of Front 
Steps; 

8. Executing on behalf of Front Steps all applications for licenses, permits and 
certificates; 

Performing such otl1er duties as may be prescribed by the Board of Directors from time to time 
ARTICLE 5 

COMMITTEES 

Committee Chairs 

5.01 The president may designate and the Board may appoint committees of the Board as 
deemed necessary. Each Board committee shall be chaired, or co-chaired, by a Board member 
or members appointed by the president subject to the approval of the Board. Non-Board 
members may be appointed to any Board committees at the discretion of the Board. 

Standing Committees 

5.02 The Board shall maintain the following standing committees: Executive Committee, Finance 
Committee, Program Committee, Development and Community Relations Committee, Program 
Services Committee, and Governance Committee. 

5.02 (a) The Executive Committee shall be composed of the president, vice president, treasurer, 
and secretary of the board, plus the past president or other board member, as >elected by the 
board. The Executive Committee shall be responsible for conducting Board affairs in the 
intervals between meetings, dealing with matters of urgency that may arise between Board 
meetings, and coordinating the annual performance review of the Executive Director. The 
Executive Committee shall meet at the discretion of the president. The Executive Committee is 
the only committee with authority to act. The committee is responsible for informing the board 
of actions taken by the committee. The Executive Committee will plan board activities, such as 
committee tasks, strategic planning, and bylaws. The Executive Committee partners with 
Executive Director to plan business of the Corporation, such as selection, evaluation, goals 
setting, planning, etc. 

5.02 (b) The Finance Committee shall be composed of three or more Board members, one of 
whom shall be the treasurer. The treasurer will chair the Finance Committee. The Finance 
Commillee will advise the Board on all financial operations of the organization, propose long
range fiscal plans, recommend the selection of an independent financial auditor, and 
recommend an annual operating budget to the Board. 
Steve's recommendation: The Finance Committee is responsible for ensuring that Front Step's 
financial statements, policies, and procedures are evaluated to determine that adequate fiscal 
controls are in place and that the Corporation is in good financial health. 
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5.02 (c) The Program Services Committee shall be composed of two or more Directors, one of 
which must be an Executive Committee member. The Board may also appoint community 
representatives to the Program Committee who are not employees of the Corporation or 
mernber~ of the Board. The Program Services Committee shaH serve as an advisory committee 

to the Board. The Program Services Committee facilitates the analysis of new programs for 
mission connectedness, establishes and monitors (program) benchmarking criteria, and assists 
with community education. 

5.02 (d) The Governance Committee shall be composed of two or more Directors, one of which 
must be an Executive Committee member. The Governance Committee shall serve as an 
advisory committee to the Board. The Governance Committee shall be responsible for 
overseeing Board nominations and officer elections, establishing Board orientation, education, 
and in-service plan, and conducting an annual Board evaluation. 
5.02 (e) The Development and Community Relations Committee shall be composed of two or 
more Directors, one of which must be an Executive Committee member. The Board may also 
appoint community representatives to the Development and Community Relations Committee 
who are not employees of the Corporation or members of the Board. The Development and 
Community Relations Committee Committee shall serve as an advisory committee to the Board. 
Development and Community Relations Committee shall be responsible for developing and 
assisting with an annual community fund raising plan, and assisting with community education. 

Special Committees 

5.03 The president may appoint with Board approval special committees composed of Board 
members and/or non-Board members for purposes deemed appropriate by the president (i.e, 
special fund raising events, etc.). The term of such committees shall not be more than one year. 

Term of Office 

5.04 Each member of a committee and the Advisory Council shall serve a term of one year, 
unless the committee is sooner terminated, or unless a committee member is removed from 
such committee or Advisory Council. This term can be renewed annually by mutual agreement. 

Vacancies 

5.05 Vacancies in the membership of any committee or Advisory Council may be filled by 
appointments made in the same manner as provided in the case of the original appointments. 

Quorum: Manner of Acting 

5.06 The act of the majority of the committee members at a committee meeting at which a 
quorum is present shall be the act of the committee. 

Rules 

5.07 Each committee may adopt rules for its own procedures not inconsistent with these Bylaws 
or with rules adopted by the Board. 

-1 20 }l)J2 



ARTICLE 6 
TRANSACTIONS OF CORPORATION 

Contracts 

6.01 The Board may authorize any officer or agent of the Corporation to enter into a contract or 
execute and deliver any instrument in the name of, and on behalf of, the Corporation. This 
authority may be limited to a specific contract or instrument, or it may extend to any number 
and type of possible contracts and instruments. 

Deposits 

6.02 All the Corporation's funds will be deposited to the credit or the Corporation in bank, trust 
companies, or other depositaries that the Board selects. 

Gifts 

6.03 The Board may accept, on the Corporation's behalf, any contribution, gift, or bequest for 
the general purposes or for any special purpose of the Corporation. The Board may make g"1fts 
and give charitable contributions not prohibited by these Bylaws, the articles of incorporation, 
state law, and provisions set out in federal tax law that must be complied with to maintain the 
Corporation's federal and state tax status. 

Potential Conflicts of Interest 

6.04 The Corporation may not make any loan to a Director or officer of the Corporation. A 
Director, officer, or committee member of the Corporation may lend money to and otherwise 
transact business with the Corporation except as otherwise provided by these Bylaws, the 
Article of Incorporation, and applicable law. Such a person transacting business with the 
Corporation has the same rights and obligations relating to those matters as other persons 
transacting business with the Corporation. The Corporation may not borrow money from or 
otherwise transact business with a Director, officer, or committee member of the Corporation 
unless the transaction is described fully in a legally binding instrument and is in the 
Corporation's best interests. The Corporation may not borrow money from or otherwise 
transact business with a Director, officer, or committee member of the Corporation without full 
disclosure of all relevant facts and without the Board's approval, not including the vote of any 
person having a personal interest ·111 the transaction. 

Prohibited Acts 

6.05 As long as the Corporation exists, and except with the Board's prior approval, no 
Director, officer, or committee member of the Corporation may: 

(a) Do any act in violation of these Bylaws or a binding obligation ofthe Corporation. 
(b) Do any act with the intention of harm·~ng the Corporation or any of its operations. 
(c) Do any act that would make it impossible or unnecessarily difficult to carry on the 

Corporation's intended or ordinary business. 
(d) Receive an improper personal benefit from the operation of the Corporation. 
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(e) Use the Corporation's assets, directly or indirectly, for any purpose other than 
carrying on the Corporation's business. 

(f) Wrongfully transfer or dispose of Corporation property, including intangible 
fJI uJJerly ~uLh d~ guuU will. 

(g) Use the Corporation's name (or any substantially similar name) or any trademark or 
trade name adopted by the Corporation, except on behalf of the Corporation in the 
ordinary course of its business. 

(h) Disclose any of the Corporation's business practices, trade secrets, or any other 
information not generally known to the business community to any person not 
authorized to receive it. 

ARTICLE 7 
BOOKS AND RCCORDS 

Required Bool<s and Records 

7.01 The Corporation will keep correct and complete books and records of account. 
The books and records include: 

(a) A filed-endorsed copy of all documents filed with the Texas Secretary of State 
relating to the Corporation, including but not limited to the articles of incorporation, 
and any articles of amendment, restated articles, articles of merger, articles of 
consolidation, and statement of change of registered office or registered agent. 

(b) A copy of all bylaws, including these Bylaws, and any amended versions or 
amendments to them. 

(c) Minutes of the proceedings of the Board, and committees having any of the 
authority of the Board. 

(d) A list of the names and addresses of the directors, officers, and any committee 
members of the Corporation. 

(e) A financial statement showing the Corporation's assets, liabilities, and net worth at 
the end of the three (3) most recent fiscal years. 

(f) A financial statement showing the Corporation's income and expenses for the three 
[3) most recent fiscal years. 

(g) All rulings, letters, and other documents relating to the Corporation's federal, state 
and local tax status. 

(h) The Corporation's federal, state, and local tax information or income-tax returns for 
each of the Corporation's three most recent tax years. 

Inspection and Copying 

7.02 Any Director, officer, or committee member of the Corporation may inspect and receive 
copies of all the corporate books and records required to be kept under the bylaws. Such a 
person may, by written request, inspect or receive copies if he or she has a proper purpose 
related to his or her interest in the Corporation. He or she may do so through his or her 
attorney or other duly authorized representative. The inspection may take place at a reasonable 
time, no later than five [5) working days after the Corporation receives a proper written request. 
The Board may establish reasonable copying fees, which may cover the cost of materials and 
labor. The Corporation will provide requested copies of books or records no later than five [5) 
working days after receiving a proper written request. 
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ARTICLE 8 
FISCAL YEAR 

The Corporation's fiscal year will begin on the first day of October and end on the last day in 
September in each year. 

ARTICLE 9 
INDEMNIFICATION 

When Indemnification is Required, Permitted, and Prohibited 

9.01 (a) The Corporation will indemnify a Director, officer, committee member, employee, or 
agent of the Corporation who was, is, or may be named defendant or respondent in any 
proceeding as a result of his or her actions or omissions within the scope of his or her official 
capacity in the Corporation. For the purposes of this article, an agent includes one who is or 
was serving at the Corporation's request as a Director, officer, partner, venturer, proprietor, 
trustee, partnership, joint venture, sole proprietorship, trust, employee-benefit plan, or other 
enterprise. 

9.01 (b) The Corporation will indemnify a person only if he or she acted in good faith and 
reasonably believed that his or her conduct was in the Corporation's best interests. In case of a 
criminal proceeding, the person may be indemnified only if he or she had no reasonable cause 
to believe that the conduct was unlawful. The Corporation will not indemnify a person who is 
found liable to the Corporation or is found liable to another on the basis of improperly receiving 
a personal benefit from the Corporation. A person is conclusively considered to have been 
found in liable in relation to any claim, issue, or matter if the person has been adjudged liable by 
a court of competent jurisdiction and all appeals have been exhausted. Termination of a 
proceeding by judgment, order, settlement, conviction, or on a plea of nolo contendere or its 
equivalent does not necessarily preclude indemnification by the Corporation. 

9.01 (c) The Corporation will pay or reimburse expenses incurred by a Director, officer, 
committee member, employee, or agent of the Corporation in connection with the person's 
appearance as a witness or other participation in a proceeding involving or affecting the 
Corporation when the person is not named defendant or respondent in the proceeding. 

9.01 (d) In addition to the situations described in this paragraph, the Corporation may indemnify 
a Director, officer, committee member, employee, or agent of the Corporation to the extent 
permitted by law. However, the Corporation will not indemnify any person in any situation in 
which indemnification is prohibited. 

9.01 (e) The Corporation may advance expenses incurred or to be incurred in the defense of a 
proceeding to a person who might eventually be entitled to indemnification, even though there 
has been no final disposition of the proceeding. Advancement of expenses may occur only 
when the procedural condition has been satisfied. Furthermore, tile Corporation will never 
advance expenses to a person before final disposition of a proceeding if the person is a named 
defendant or respondent in a proceeding brought by the Corporation or if the person is alleged 
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to have improperly received a personal benefit or committed other willful or intentional 
misconduct. 

· Extem and Nature oi indemnity 

9.02 The indemnity permitted under these Bylaws includes indemnity against judgments, 
penalties (including excise and similar taxes), fines, settlements, and reasonable expenses 
(including attorney's fees) actually incurred in connection with the proceeding. If the 
proceeding was brought by or on behalf of the Corporation, the indemnification is limited to 
reasonable expenses actually incurred by the person in connection with the proceeding. 

Procedures Relating to Indemnification Payments 

9.03 (a) Before the Corporation may pay any indemnification expenses (including attorney's 
fees), the Corporation must specifically determine that indemnification is permissible, authorize 
indemnification, and determine tl1at expenses to be reimbursed are reasonable, except as 
provided in subparagraph (c) below. The Corporation may make these determinations and 
decisions by any one of the following procedures: 

(i) Majority vote of a quorum consisting of Directors who, at the time of the vote, are 
not named defendants or respondents in the proceeding. 

(ii) If such a quorum cannot be obtained, by a majority vote of a committee of the 
Board, designated to act in the matter by a majority vote of all Directors, consisting 
solely of two or more Directors who at the time of the vote are not named 
defendants or respondents in the proceeding. 

(iii) Determination by special legal counsel selected by the Board by the same vote as 
provided in subparagraphs (i) or (ii) above, or if such a quorum cannot be obtained 
and such Executive committee cannot be established, by a majority vote of all 
Directors. 

9.03 (b) The Corporation will authorize indemnification and determine that expenses to be 
reimbursed are reasonable in the same manner that it determines whether indemnification is 
permissible. If special legal counsel determines that indemnification is permissible, 
authorization of indemnification and determination of reasonableness of expenses will be made 
as specified by subparagraph (a)(iii), above, governing selection of special legal counsel. A 
provision contained in the articles of incorporation, or a resolution of the Board that requires 
the indemnification constitutes sufficient authorization of indemnification even though the 
provision may not have been adopted or authorized in the same manner as the determination 
that indemnification is permissible. 

9.03 (c) The Corporation will advance expenses before final disposition of a proceeding only 
after it determines that the facts then known would not preclude indemnification. The 
determination that the facts then known to those making the determination would not preclude 
indemnification and authorization of payment will be made in the same manner as a 
determination that indemnification is permissible under subparagraph (a), above. In addition to 
this determination, the Corporution may advance expenses only after it receives a written 
affirmation and undertaking from the person to receive the advance. The person's written 
affirmation will state that he or she has met the standard of conduct necessary for 
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indemnification under these Bylaws. The written undertaking will provide for repayment of the 

amounts advanced by the Corporation if it is ultimately determined that the person has not met 
the requirement for indemnification. The undertaking will be an unlimited general obligation of 

the person, but it need not be secured and may be accepted wrthout reference to imancral 
ability to repay. 

9.03 (d) Any indemnification or advance of expenses will be reported in writing to the 

Corporation's Directors. The report will be made with or before the notice or waiver of notice of 
the next Board meeting, or with or before the next submission to Directors for a consent to 

action without a meeting. In any case, the report will be sent within the twelve (12) month 
period immediately following the date of the indemnification or advance. 

ARTICLE 10 
NOTICES 

Notice by Mail or Telegram 

10.01 Any notice required or permitted by these Bylaws to be given to a Director, officer, 
committee member, employee, or agent of the Corporation may be given by email, mail, 
facsimile, or telegram. If mailed, a notice is deemed delivered when deposited in the mail 
addressed to the person at his or her address as it appears on the corporate records, with 
postage prepaid. If given by telegram, a notice is deemed delivered when accepted by the 

telegraph company and addressed to the person at his or her address as it appears on the 
corporate records. A person may change his or her address in the corporate records by giving 
written notice of the change to the secretary of the Corporation. 

Signed Waiver of Notice 

10.02 Whenever any notice is required by law or under the articles of incorporation or these 
Bylaws, a written waiver signed by the person entitled to receive such notice is considered the 
equivalent to giving the required notice. A waiver of notice is effective whether signed before 
or after the time stated in the notice being waived. 

Waiving Notice by Attendance 

10.03 A person's attendance at a meeting constitutes waiver of notice of the meeting unless the 
person attends for the express purpose of objecting to the transaction of any business because 
the meeting was not lawfully called or convened. 

ARTICLE 11 
SPECIAL PROCEDURES CONCERNING MEETINGS 

Meeting by Telephone 

11.01 The Board of Directors and any committee of the Corporation may l10ld a meeting by 
telephone conference call procedures. In all meetings held by telephone, matters must be 
arranged in such a manner that all persons participating in the meeting can hear each other; the 
notice of a meeting by telephone conference must state the fact that the meeting will be held 
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by telephone as well as all other matters required to be included in the notice; and a person's 
participating in a conference call meeting constitutes his or her presence at the meeting. 

Decision Without IVJeetmg 

11.02 Any decision required or permitted to be made at a meeting of the Board, or any 
committee of the Corporation may be made without a meeting. A decision without a meeting 
may be made if a written consent to the decision is signed by all the persons entitled to vote on 
the matter. The original signed consents will be placed in the Corporation minute book and kept 
with the corporate records. 

Furthermore, in accordance with the articles of incorporation, action may be taken without a 
meeting when there are signed written consents by the number of Directors whose votes would 
be necessary to take action at a meeting at which all such persons entitled to vote were present 
and voted. Each written consent must be signed and bear the date of signature of the person 
signing it. A telegram, telex, e-mail, cablegram, or similar transmission by a Director or a 
photographic, facsimile, or similar reproduction of a signed writing, will be treated as an original 
signed by the Director. 

Consents must be delivered to the Corporation. A consent signed by fewer than all Directors is 
not effective to take the intended section unless the required number of consents are delivered 
to the Corporation with sixty (60) days after the date that the earliest dated consent was 
delivered to the Corporation. Delivery must be made by hand, or by certified or registered mail, 
return receipt requested. The delivery may be made to the Corporation's registered office, 
registered agent, principal place of business, transfer agent, registrar, exchange agent, or an 
officer or agent having custody of books in which the relevant proceedings are recorded. If the 
delivery is made to the Corporation's principal place of business, the consent must be addressed 
to the president. 

The Corporation will give prompt notice of the action taken to persons who do not sign 
consents. If the action taken requires documents to be filed with the secretary of state, the filed 
documents will indicate that these written consent procedures were followed to authorize the 
action and filing. 

ARTICLE 12 
AMENDING BYLAWS 

These Bylaws may be altered, amended, or repealed, and new bylaws may be adopted by the 
Board of Directors by a two-thirds vote of the Board. The notice of any meeting at which these 
Bylaws are altered, amended, or repealed, or at which new bylaws are adopted will include the 
text of the proposed bylaw provisions as well as the text of any existing provisions proposed to 
be altered, amended, or repealed. Alternatively, the notice may include a fair summary of those 
provisions. 

ARTICLE 13 
MISCELLANEOUS PROVISIONS 

. 14. 



Legal Authorities Governing Construction of Bylaws 

13.01 These Bylaws will be construed under Texas law. All reference in these Bylaws to statutes, 
regulations, or other sources of iegai authority wiii refer to the authorities cited, or the1r 
successors, as they may be amended from time to time. 

Legal Construction 

13.02 To the greatest extent possible, these Bylaws shall be construed to conform to all legal 
requirements and all requirements for obtaining and maintaining all tax exemptions that may be 
available to nonprofit corporations. If any bylaw provision is held invalid, illegal, or 
unenforceable in any respect, the invalidity, illegality, or unenforceability will not affect any 
other provision, and the bylaws will be construed as if they had not included the invalid, illegal, 
or unenforceable provision. 

Headings 

13.03 The headings used in the bylaws are for convenience and may not be considered in 
construing the bylaws. 

Number 

13.04 All singular words include the plural, and all plural words include the singular. 

Power of Attorney 

13.05 A person may execute any instrument related to the Corporation by means of a power of 
attorney if an original executed copy of the power of attorney is provided to the secretary to be 
kept with the corporate records. 

Parties Bound 

13.06 The Bylaws will bind and inure to the benefit of the Directors, officers, committee 
members, employees, and agents of the Corporation and their respective heirs, executors, 
administrators, legal representatives, successors, and assigns except as the bylaws otherwise 
provide. 

ARTICLE 14 
DISSOLUTION AND WINDING UP 

Winding Up 

14.01 Upon the necessity for the dissolution and/or winding up of the Corporation, the Board 
shall oversee such process and ensure compliance with all relevant provisions of the Texas Non
Profit Corporation Act and other applicable state and federal statutes. 

No Rights of Board Members to Assets 

~ l s -



with dllreleVdllL pruvbiur1~' of UH:~ TeY.dS i~ur1-Profil Corpcrdlion J\u diHi other 
<1pplicable state ar1rl federal stt:tutes. 

No Hiqhl s of Din:rtors lo Assets 

14.02 Upon dissolulton of the Corporation no 1J1rector sl<all have any rights 
nor re(eive any asset:1. of the orgtmi7alinrL llH:> <%St·:ls of !h(~ Corporation cue 
permanently dedicated to a tax~ex(:'!npt CJrqaniLi'-!i!On fur the purpl.)Ses set 
fort-h in tho 1\rtlcles of lncorporDtion l~1nd l!1e:~-SC' Bylaw~;. ln the C'Vcnt of 
dis<;o!ution of th0 Corporiltion, the: a~;:·~l!lS. ;.;ftc~r jl(Jymcnt of \)ny deb~s. wi!l hc:
cHsrrihLJI·r:cJ roan orqr1!117fltion whirh rtc;c)lf is rax·0Xf>!11pt· tiiiCif'r provisions of 
Scoction 501(ci(3) of lhc; Internal Revenue Coclc. 

CERTIFICATE: Of' SECRETAI'-Y 

I certify that I am t11e ch1ly elected and acting Sf!uetnry of the CNpo··,,uon 
ancllhallhese Bylaws constitute the Corporatio11's By!aws. Thes<2 Gylaws 
were duly adopted at a meel1nq of the Goarcl of Directors held on the -"?1!/;/J. 
rJay of. 6j/ /,_;., __ ~ ___ . !0 l2. · 

!6~ 



Form990 
Return of Organization Exempt From Income Tax 

Under section 501(c}, 527, or 4947(a)(1) of the Internal Revenue Code {except private foundations) 

OMS No, 1545.()047 

2016 
Department 01 tho Treasury ~ Do not enter social security numbers on this form as it may be made public. 
Internal Ravam1e service ,.. Information about Form 990 and its lnstructlons is at www.irs.govJform990. 

ope_ri tO PUblic 
. )nsRectlon 

A Fortho2016calendaryear ortaxyearbeginning Oct 1 2016 and ending S""P 30 ' ' - ' 2017 
B Check •I opplle<~bln c N1:1me of orgum::a\IOn Front Steps Inc D Employer ld~nllflcat!on number 

Mdress chang¢ Domg bJs1noss a~ 

Name change Number and streot (cr P 0 box if mail I$ not doltvorod to ntroet address) I Roomlsu•te E Tolephun!l number 

Initial relu~n PO Box 684519 (512) 305-4100 
rm~I!Ol\Hflf!\"ll!IJ\!l(Cd C1ty or town. state or provmco. tatmtry. and ZIP or fort!lgn postal code 

Amendod rotum Austin TX 78768 G Grossrecctpt~ $ 7, 138,864, 
Apphcatton panding F Name and address of pnnclpal officec H(a} Is th1~ a group rotum for subordmntos? 1:1 ~cs 

[]~' Greg McCormack PO Box 684519 Austin TX 78768 H(b) Aro all subcrdinatas mduded? Yes "' 11 'No' attaCh a I!SL (see inslruct,ons) 

I Tax-exempt status XIS01(c)(3) I IS01(c) ( )• (insert no.) I l4947(a)(1) or I 1527 
J Website:.,. N/A H(c) Group oxamption rtumbor .. 
K Form of organization [X[corporation J jTrust I J A~sociauon J I 0\hor.,. I L Year of formatiOn 1997 I M State of legal dom1cilo. TX 

I Part! I Summary 
1 ~~f!Y ~e~c!!b_t: ~~ O_!_g~n~z~li~! ~~s~o~ ~ 0.:J~~i.Q~~~t ~c_t_!v_!!i~:_ __ _!).·Q!l~~e_g_s_i~~s..P_O_!!_slP~Joi.~i~gl!!.[l_h~~~i£~§21!1:~.!.or_ 

<I> the Homeless located in downtown Austin, \.,.hich serves as a central ooint of intake anci assessment for homeless 
" Qei~o~s~ }~oft= ~t~~ il_s£ ~~sis Is= [t~ 2D~Js= ~iiiC~~uRel·~tiv~ ~~d}r§[ ~s~[s~a:!!~ =a!!( ~~d}0~T1~(~~s}i~ " ro 
E ft_ ~l~o-~~a_ge_§ t!!e_ €_e£'·0:r;_e~ 2t. ~m~rj.~o_ry~ J.Us.mJ?':.£~ £r_2'!_i£i.ES.. £O~I!.?::..lJJ!9 _a Ed_ f!l.egt_?~!l9- t9!:. !}o~~l~s_E; _p~o_El~ ~ 
<I> 

Check this box ... 0 if the organization discontinued its operatmns or disposed of more than 25% of Its net assets. > 2 0 

"' 3 Number of voting members of the governing body (Part VI. line 1 a) ....... 3 10 

"" 4 Number of independent voting members of the governing body (Part VI, line 1b) 4 10 ~ 

.'!! 5 Total number of individuals employed in calendar year 2016 (Part V, line 2a) . 5 180 3 6 Total number of volunteers (estimate if necessary) . .. 6 84.0 =t; 
7a Total unrelated business revenue from Port VIII, column (C). line 12 7a 0. <( 

b Net unrelated business taxable income from Form 990-T, line 34. 7b 0. 
Prior Year Current Year 

• 8 Contributions and grants (Part VIII, line 1h) .. 6,765,310. 7' 050,372. 
0 9 Program service revenue (Part V!IL line 2g) . . 43,660. 46,895 . c • 10 Investment income (Part VIII, column (A), lines 3, 4, and 7d) 13,614. > • 0: 11 Other revenue {Part VIII, column (A), lines 5. Gd, 8c. 9c, 1 Oc, and 11e) . 26,641. 19,062. 

12 Total revenue- add lines 8 through 11 (must equal Part VIII, column (A), line 12) 6,849,225. 7,116,329. 
13 Grants and similar amounts paid (Part rx. column (A), lines 1·3) 4,511. 
14 Benefits paid to or for members (Part IX. column (A), fine 4) . . . . 0 . 

" 
15 Salaries. other compensation, employee benefits {Part IX, column {A), lines 5·"10) 3,279,734. 3,423,831. 

• 16a Professional fundraising fees (Pari !X, column (A), line 11e) 3,890. " . . .. c • b Total rundraising expenses (Part IX, column (D), line 25) ... I' .,·· ., < . < ' Q. 170,905 . 
.ll 17 Other expenses (Part IX, column (A), lines 11a·11d, 11f-24e). 3,243,657. 3,531,986. 

18 Total expenses. Add lines 13·17 (must equal Part IX, column (A), line 25) 6,527,902. 6,959,707. 
19 Revenue less expenses. Subtract line 18 from hne 12 . . 321,323. 156,622 . 

,g Beginning of Current Year End of Year 
•" 
~~ 20 Total assets (Part X, line 16) •• . . . . . . 1,465,164. 1,543,791 . 
<m 21 Totalliabihties (Part X.line 26) . . . . . 173,557. 301,902 . 
~] 

22 Net assets or fund balances. Subtract line 21 from line 20 991,607. 1,241,889. z. . . 
jPartJI 1 Signature Block 
Under penao11es of perjury. I de :lara !hat ! havo exam1~t1s rotum, includ1ng accompanymg schodulos and statemems .:lnd to the best of my knc-.vledgo and belwL 1!1S true. corte~!. and 
complete, Dedarahon of proparer (oUmrthan oil~~~ ed en o'l mf:mnatmn ofwt11ch pmparer has any Knowledge 

1 
I 

.. / ~-~- I &IZ'tiiX 
Sign Signmur~tf•cer Date ' ' 
Here .. Greg McCormack Executive Director 

Typo or prmt name and Mia 

PnnVTyp"' preparur s name J.Preparcr s s•anature I ,o". Cl1eck Uir PT!N 

Paid Arturo Montemavor III Arturo Hontemayor III 06/29/18 self.emproye;J P01388530 
Preparer Fmn§ name .... Montemavor Brit::on Bender PC 
Use Only Ftrm·s addreS§ 1>- 2525 Wallinqwood Dr"ve, B1dq 1, Ste 200 Ft·m'5 EIN '"'  

Austin TX 78746 Phone no (512) 442-0380 
May the IRS discuss this return w1th the pre parer shown above? (see instructions) ... . . . . . .. . lXI Yes I I No 
BAA For Paperwork Reduction Act Notice, see tho separate instructions. TEEA0!01 11116/16 Form 990 (2016) 
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Form 990 (2016) Front Ste s Inc Page 2 

Part Ill' Statement of Program Service Accomplishments 
Check If Schedule 0 contains a response or note to any line in this Part Ill 

Briefly describe the organization's mission: 

f~o_!l_!: _s_t~12.s_ i:~ .F§:~..9!}§..i.P.J:~ _.t~~ _In§I_!.a_gi:ruL .!;:l_le_ ~':!_s~i:ll .B-~!l.O..Y-!S..e_ !g_r _________________ _ 
~h~ .JIQ.m!:J&~s_l,.9£,.a!_e!! jg_ Qo_!lll_t.Q_~ _1\~s.!=iE!... !PJ:q!l_s~r:~s_a.§ jl_c~~ta! J?Q;l.!!_t_ oJ _iE:~Js.e _ a,nr!_ ~s~e_§~m!:_nj: JQ.r_l!gl!!_e.!_e~~ 
§~ f0.£".!.9J!Q. [:a.(!~ . .2.cP_il!l_l]!,_!ol"-e_:l .l_co>.nJ!"!!~L _________________________________________ _ 

2 Did the organization undertake any significant program services during the year which were not listed on the prior 
Form 990 or 990-EZ? •••••.....••••••••..••••••••.••••.•..•.•••.••.••••• 0 Yes [!! No 

If 'Yes,' describe these new services on Schedule 0. 
3 Did the organization cease conducting, or make significant changes in how it conducts, any program services? .•.••• D Yes ~ No 

If 'Yes,' describe these changes on Schedule 0. 
4 Describe the organization's program service accomplishments for each of its three largest program services, as measured by expenses. 

Section 501 (c)(3) and 501 (c){4) organizations are required to report the amount of grants and allocations to others, the total expenses, 
and revenue, 1f any, for each program service reported. 

4 a (Code: ) (Expenses $ 3 , 9 91 , 4 61 • including grants of $ o . ) (Revenue $ o . ) 
].':;:_op_!; _s_t~E_s_ ~Q.mj..g:b_s_!:~:£8_ .!:12~ ~l!sJ:i:Il P,s;~o_Uf'2_e_ 9~..n.!S::£ _!:9~ _!:g~ ll~l!!.e).§I!S_ J~rs.hl Jl!!c!e.F _ ~ __ _ 
g~n~£~C~-~~h~E~~i~Y~!3~~tiE~JE~~~E~EQ~s~~3_9~-~~s2£~C~-~eE~~~~~tE_~El~nJ£~ 
~llc'L ,e _n_y.J!112.e..F_ 9_f_ E2.-J-~'2.a_t.§:Q. jig~nsi:~s- ~tf..§3Ein.9_ ~m.P1<2Y.lfl~llt_ .el!sJ.~ta.!l.S:I§.t_ J.tl~.,n_!:.~~ ]l§~l_th ___ _ 
h~l.P.!. _Sjl,9._o_t_9~r- E~l_a,!:tg_d_ .§~r.Yi:'2.~- to _ _e~sj.~t J:.h~ Jl21!!.e]~J?..S_ E<2V.P1~tJ.2Il j.~_A_y.~~.i.P...:. ______ _ 
1t~1~~2£e..F~te3-~Ei:ah_t_~h~1te~_i~!~~E~i~£~n.9_~hj..£~31~e~~YP_t~1~~2Y!39t~-----
.!~s- ~:it_c,h~n- ~:h_l]._;te_glg_a_Fg~nj._~9_Q_J:.!.o_!:_l]le_?.]:~ ~2:'1!':-.. _§y_e_p.iQS... ,ei_ld_ £. _C..9£tiE.§I_ltjt.J: _________ _ 

~~~.§P~.§~k~~~~§~cE_~o~~:h.n3~-------------------------------------------

4b (Code: ) (Expenses $ 562,787. Including grants of $ 0, )(Revenue $ o. ) 
~:£0]1_!; _S~_§:E_s_: _f_e_f~E_e,..F~~i.Y~ _C_§tf~ ..P!'Q.SF£.1!!. Jl~1P~-~tg'-~lj.~!}_t~-~h_9_Ile~§_a_ :e:);,a_9~ _________ _ 
_!:Q. _F.§:£.1..!P.§f.~.§ _f~2I!l J12~J!:~l- _§~a_y~:... ~£.~h__5!!' _tlt£.1l.!~le..?.§!'i.n..9_ th~~-t_9_ ~h~ -~t_I§~t..! _______ _ 
!l.!.~E~spita~.§!~2llJ~!~a~~~E§I!!.~2Y~EY~2arJl.m:...~~Y~Qy_iE.§_~g~r~i~h~m~-----------
§r.!.VJ.!Q.llJ11.§ll.t_ :!'lle_F~ _tlJ.s=;-:.e_ i~ _s:,e;:e_ ~Ilcl .§Q_cj..e~ ..!"2J2.k~E~ .l"hQ. ..9£.12 Jl§±!'_ 2:J:..i!3Bts ___________ _ 
gy_e_E2~I'Il.8-1iU.f>§~aE2~ Jl.£\!s~-~s_§lB~S- J!lliJ..§ _h~,e~i_!lg _f.,F!;!ITI, §l§<;!_i_s:e=!:. j.§~~§!:... ~!te_;-__________ _ 
!}'!r~l:~ hq,m_e_ r:_a_!_§ _i.§_ £.O.ElJ2=b.e_t.§ '- ~.§ _oJ!~n- Q:[f~.E _t~!!}E.OS£-fY_ 2~ .P.§~m_§l:g~nj: _____________ _ 
h~~~~~~E§~-~~ep_~~illY~!~Jl.§Y~E~e~.§:...---------------------------------

4 c (Code: ) (Expenses $ 6 58 , 53 2 . including grants of $ 0 . )(Revenue $ 4 6 , 8 9 5 . ) 

BQ.tg;i!29...: _F_F,2r.!_t:_ .§1.=.e.P.§ Y.F.£1Y..i_d!:~ ..!-E~~i ti..9E~~ 29_d_ E~r_m.ell€E~ _l!.,D~§.i_!lg _t_o _____________ _ 
.§I:!?_Sj.§t _o_g;:_ ...91=1.e_!lj:§.. .JEC2.m_ EQ.m~1~S..§£<2..S~- to_ .§~f~.t.. _a..t!C2.r_d_el2_l..§!_l.!.o_u§~..9~ _w~- ____________ _ 
~!_s_9_J2F..5'Y:h.~-~a_!:i«2.~-BPS! I! ..9! _Sjl£:Q.O..F~ _t_9_ £lJ~llt.§_:h_n_ !:~e- h<?.~i:IlQ... E;:.0_9ff!ID ___________ _ 
_§~c_h _ ~s- ,!!IQ_n~y _ ffi_!i!!~~~n_!: _ t~ii1.i..!l.9 '- Jl2~S~~~e_p.!IlEL ~Js.iJ.! ~~- ~llcL h£.W_ !:2. 1-i -y_e ___________ _ 
~:h,tlJ.l:ll_a_r:_o_E~!J.l~!!}!~.§~ttj.~g_. ____________________________________________ _ 

4 d Other program services (Describe in Schedule 0.} 
(Expenses $ 579, 613. including grants of $ 0 . ) (Revenue $ 0. ) 

4 o Total program service expenses ,.. 5 , 7 9 2 , 3 9 3 • 
BAA TEEA0102 11116116 Form 990 (2016) 



Form 990 (2016) Front Steps Inc Page 3 
1 Part IV il Checklist of Required Schedules 

1 Is the organization described in section 501(c)(3) or 4947{a)(1) (other than a private foundation)? lf'Yes,' complete 
ScheduleA . .•••.•••. · • • • • • • • • · · · • · · · · · · · · · · · • • · • · • • · · · · 

2 Is the organization required to complete Schedule B, Schedule of Contributors (see instructions)? •••••.••. 

3 Did the organization engage In direct or indirect political campaign activ!tles on behalf of or In opposition to candidates 
for public office? If 'Yes,' complete Schedule C, Part 1. • • • • • • . • . • • • . • • • • • • • • • . • • • • • • • • • . 

4 Section 501{c)(3) organizations. Did the organization engage in lobbying activities, or have a section 501(h) election 
in effect during the tax year? If 'Yes,' complete Schedule G, Part 11 . • • • • • . . • . . • • • • • • • • • . • • • • • • 

5 Is the organization a section 501 (c){4), 501(c)(5), or 501(c)(6) organization that receives membership dues, 
assessments, or sim!lar amounts as defined in Revenue Procedure 98-19? If 'Yes,' complete Schedule C, Part fll 

6 Did the organization maintain any donor advised funds or any similar funds or accounts for which donors have the right 
to provide advice on the distributiOn or Investment of amounts In such funds or accounts? If 'Yes,' complete Schedule D, 
Part/ • ....•..•••.••••••.••••.•••••••..........•.•••.•.••.•.....• 

7 Did the organizalion receive or hold a conservation easement, including easements to preserve open space, the 
environment, historic land areas, or historic structures? If 'Yes,' complete ScheduleD, Part If . ....•..••• 

a Did the organization maintain collections of works of art, historical treasures, or other similar assets? If 'Yes,' 
complete Schedule D, Part Ill. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

9 Did the organization report an amount in Part X, line 21, for escrow or custodial account llabll!ty, serve as a custodian 
for amounts not listed In Part X; or provide credit counseling, debt management, credit repair, or debt negotiation 
services? If 'Yes,' complete ScheduleD, Part IV .............•.....•••.•........... 

10 Old the organization, directly or through a related organization, hold assets In temporarily restricted endowments, 
permanent endowments, or quasi-endowments? If 'Yes,' complete ScheduleD, Part V ••.••••••••••••• 

11 If the organization's answer to any of the following questions is 'Yes', !hen complete Schedule 0, Parts VI, VII, VIII, IX, 
or X as applicable. 

a Did the organization report an amount for land, buildings, and equipment in Part X, line 10? If 'Yes,' complete Schedule 

Yes No 

X 

2 X 

3 X 

4 X 

5 X 

· •. 6 X J-'--t--1--"'--

7 X 

8 X 

9 X 

10 X 

-·--· -- _____ _j 

D, Part VI • •.••••.•••..••.•••.•..•.••..•••.•••.••••••••••.••......•• 11a X 

b Did the organization report an amount for Investments - other securities in Part X, line 12 that is 5% or more of Its total 
assets reported in Part X, line 16? If 'Yes,' complete Schedule D, Part V/1. • • . • • • • • • • . . . . . • . • • • • • • 

c Did the organization report an amount for Investments- program related in Part X, line 13 that is 5% or more of its total 
assets reported in Part X, line 16? lf'Yes,' complete ScheduleD, Part VIII ....................... . 

d Did the organization report an amount for other assets In Part X, llne 15 that Is 5°/o or more of lis total assets reported 
in Part X, line 16? If 'Yes,' complete Schedule D, Parl/X • . . . • . . . • . • • . . • • . • . • • . . . . • . . . • . 

e Did the organization report an amount for other liabilities in Part X, line 25? lf'Yes,' complete Schedule D. Part X . .. 

f Did the organization's separate or consolidated financial statements for the tax year Include a footnote that addresses 
the organization's llab!Hty for uncertain tax posltions under FIN 48 (ASC 740)? If 'Yes,' complete ScheduleD, Part X • 

12 a Did the organization obtain separate, Independent audited financial statements for the tax year? If 'Yes,' complete 
Schedule D, Parts XI and XII • . . . • . . . . . • • . • . • • . • • • . • . • . . . . . . . . . . • . . . • • . . • • 

.. 

.. 

• · · J-'1C!.1!!Jb -+.::X:... 

· · · 1-'1'-'1-"cl--+_;;X:... 

.. 11 d X 

11e X 

. . . 111 X 

12a X 

b Was the organization included in consolidated, independent audited financial statements for the tax year? !f'Yes,' and 
if the organization answered 'No' to line 12a, til en completing Schedule D, Parts XI and XII is optional • • • • • • • • 12 b X 

13 Is the organization a school described In section 170(b)(1)(A)(il)? lf'Yes,' complete Schedule E. . . . . . . . . . . . . 13 X 

14a Did the organization maintain an office, employees, or agents outside of the United States?. • . . . . . . . • • • . • . . . . 14a X 

b Did the organization have aggregate revenues or expenses of more than $10,000 from grantmaklng, fundraislng, 
business, Investment, and program service activities outside the United States, or aggregate foreign investments valued 
at $100,000 or more? lf'Yes,' complete Schedule F, Parts/ and IV ••••.•••.••••.•••••.•••••••. • •. 14b X r-"+--1-...;;;:... 

15 Old the organization report on Part IX, column (A), line 3, more than $5,000 of grants or other assistance to or for any 
foreign organization? If 'Yes,' complete Schedule F, Parts II and IV • • . . • • • • • • • • • • • • • • • • • . • • . . • • . • 15 X 

16 Did the organization report on Part IX, column (A), line 3, more than $5,000 of aggregate grants or other assistance to 
or for foreign individuals? If 'Yes,' complete Schedule F, Parts Ill and IV ••••••.••.••.•.••••••••• 16 X 

17 Did the organization report a total of more than $15,000 of expenses for professional fundraising services on Part IX, 
column (A), lines 6 and 11e? If 'Yes,' complete Schedule G, Part I (see instructions) • • • • • • • • • • . • • • • • • . . • • . 17 X 

18 Did the organlzalion report more than $15,000 total of fundraising event gross income and contributions on Part VIII, 
lines 1c and Sa? If 'Yes,' complete Schedule G, Part II •.••••••••••••••••••..••. , • , • , , 

19 Did the organization report more than $15,000 of gross income from gaming activities on Part VIII, line 9a? If 'Yes,' 
complete Schedule G, Part Ill. • • • • • • • • • • . • • • . • • • • . . . • . • • . . • • . • . . • . • • . • • • • 

BAA TEEA0103 11116/16 
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19 X 
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Form 990 (2016) Front Steps Inc Page4 
1 Pait IV 1 Checklist of Required Schedules (continued) 

20a Did the organization operate one or more hospital facilities? If 'Yes,' complete Schedule H • 

b If 'Yes' to line 20a, did the organization attach a copy of Its audited financial statements to this return? 

21 Old the organization report more than $5,000 of grants or other assistance to any domestic organizatlon or 
domestic government on Part IX, column (A), line 1? If 'Yes,' complete Schedule I, Parts I and II ••.•...• 

22 Did the organization report more than $5,000 of grants or other assistance to or for domestic Individuals on Part IX, 
column (A), line 2? If 'Yes,' complete Schedule I, Parts 1 and 11/ • •••••••••••••••••••••••••••• 

20a 

20b 

21 

22 

Yes No 

X 

X 

X 

23 Did the organization answer 'Yes' to Part Vll, Section A, line 3, 4, or 5 about compensation of the organization's current 
and former officers, directors, trustees, key employees, and highest compensated employees? If 'Yes,' complete 
Schedule J . . . . . . • • • • . • • . . • . • • . . • • • . • • • • • . • . . . . . . . . . . . . . . . • . . . . • . . . . . 23 X 

24a Did the organization have a tax-exempt bond issue with an outstanding principal amount of more than $100,000 as of 
the last day of the year, that was issued after December 31, 2002? If 'Yes,' answer lines 24b through 24d and 
complete Schedule K. If 'No, 'go to line 25a • • • • • • • • • • • • • . • . • • . . • . . . • . . • . . • . . . • • • • 

b Did the organization invest any proceeds of tax-exempt bonds beyond a temporary period exception? • • . . • • • • 

c Did the organization maintain an escrow account other than a refunding escrow at any lime during the year to defease 
any tax-exempt bonds?. . • . • • • • • • • • • • • . • • . • • • • • . • . • . . . • . . . • . . • • • • • • • • • . 

d Did the organization act as an 'on behalf of issuer for bonds outstanding at any time during the year? ..••..••• 

25a Section 501(cl(3), 501(c}(4), and 501(c)(29) organizations. Did the organization engage in an excess benefit 
transaction with a disqualified person during the year? If 'Yes,' complete Schedule L, Part J • • • • • , • • • • • 

b Is the organization aware that it engaged In an excess benefit transaction with a disqualified person in a prior year, and 
that the transaction has not been reported on any of the organization's prior Forms 990 or 990-EZ? If 'Yes,' complete 
Schedule L, Part I . • • . • . • . . • . • . • . . . . . • • . • • • • . • • • . • • . • • . • • • • • • • • • • • • . • 

26 Did the organization report any amount on Part X, line 5, 6, or 22 for receivables from or payables to any current or 
former officers, directors, trustees, key employees, highest compensated employees, or disqualified persons? 
If 'Yes,' complete Schedule L, Parl/1 • • • • • • • • • • • . . • . . . . . • . . . . . . . . . • . . • . . • • . . • 

27 Did the organization provide a grant or other assistance to an officer, director, trustee, key employee, substantial 
contributor or employee thereof, a grant selection cammlllee member, or to a 35% controlled ent1ty or family member 

.. 24a X 
.. 24b 

.. 24c 
24d 

. . . . l-'2'"5"'a-f--1'-'x'-

25b X 

28 X 

of any of these persons? If 'Yes,' complete Schedule L, Part Ill . • • • • • . • • . . . . . . • . • . . . • . . • • • • • • • • . 27 X 

28 Was the organization a party to a business transaction with one of the following parties (see Schedule L, Part IV 
Instructions for applicable filing thresholds, conditions, and exceptions): 

a A current or former officer, director, trustee, or key employee? If 'Yes,' complete Schedule L, Part IV ...•... 

b A family member of a current or former officer, director, trustee, or key employee? ff'Yes, • complete 
Schedule L, Part IV. • • • • • • • • • • • • • • • • • • • • . • . . • • . • . • . . . . . . . • . • • 

cAn entity of which a current or former officer, director, trustee, or key employee (or a family member thereof) was an 
officer, director, trustee, or direct or Indirect owner? If 'Yes,' complete Schedule L, Part IV • • . • • • • . . . . . . 

29 Did the organization receive more than $25,000 In non-cash contributions? /f'Yes,' complete Schedule M .••... 

30 Did the organization receive contributions of art, historlcaltreasures, or other similar assets, or qualified conservation 
contributions? If 'Yes,' complete Schedule M . • • • . • • • . • • • • . . • • • • • • • . • . . . . • • • . • • • • • 

31 Did the organization liquidate, terminate, or dissolve and cease operations? If 'Yes,' complete Schedule N, Part I •••• 

32 Did the organization sell, exchange, dispose of, or transfer more than 25% of Its net assets? If 'Yes,' complete 

------ _ _j 
2Ba X 

28b X 

. . 28c X 

. . 29 X 

30 X 

• . . 1-3:.:1'--1--+-.:.:xc... 

Schedule N, Part II • • . • . . • . . • . • . • . • • • • . • . . . • • • • • • • . . . . . . . • . • • . . • . . . .... 32 X r=+--+-"'-
33 Did the organization own 100% of an entity disregarded as separate from the organization under Regulations sections 

301.7701·2 and 301.7701-3? lfYes,'complete ScheduleR. Part I . . . . . . . . . . • • . . . . . • . • • . • . . • . . . . . 33 X 

34 Was the organization related to any taxwexempt or taxable entity? If 'Yes,' complete ScheduleR, Part II, 11/, or IV, 
and Part V. line 1 , • • • . • • • • • . • • . . • . . . . • . . • • • . . . . • • • • • • • . . • • • . . • • • • • • • . 34 X 

35a Did the organization have a controlled entity within the meaning of section 512(b)(13)? •••••• , • • • • • • • • • • 3Sa X 

b If 'Yes' to line 35a, did the organization receive any payment from or engage in any transaction with a controlled 
entity within the meaning of section 512(b)(13)? If 'Yes,' compfete ScheduleR, Part v; line 2 ...••..••. 

36 Soctlon 501(c){3) organizations. Did the organization make any transfers to an exempt non-charitable related 
organization? If 'Yes,' complete Schedule R, Part V, Jlne 2 • • • • • • • • • • . • • . . • • . . • • • • • . • • 

37 Did the organization conduct more than 5% of Its activities through an entity that Is not a related organization and that is 
treated as a partnership for federal income tax purposes? If 'Yes,' complete Schedule R, Part VI • . • • . • • • • • • • • 

35b 

. . 36 X 

37 X 

38 Did the organization complete Schedule 0 and provide explanations in Schedule 0 for Part VI, lines 11b and 19? 
Note. All Form 990 filers are required to complete Schedule 0 ......................... , . . . . . . . 38 X 

BAA Form 990 (2016) 
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Form 990 (2016) Front Ste s Inc Page 5 
.f'ar:tY Statements Regarding Other IRS Filings and Tax Compliance - ........... n Check If Schedule 0 contains a response or note to any line ln this Part V • • ... . . . . . . . . . . .. . . . . 

Yes No 
. I 1a[ 1 a Enter the number reported In Box 3 of Form 1096. Enter -0- if not applicable . . . . . . . . . 111 , .. , ., '< . I 

b Enter the number of Forms W-2G included in line 1 a. Enter -0- if not applicable . • • • • • • • . I 1 bl 0 ' . t'*" .· i{'~ 
• " ~ > . • -- I t' 1· I 

c Did the organization comply with backup withholding rules for reportable payments to vendors and reportable gaming •' I" 

~···~+·'·: I (gambling) winnings to prize Ylinners? • • • • • • • • • • • • • . . • . • • • • • . • • . • • • • • • • • . • • • • . ... 1c 

2 a Enter the number of employees reported on Form W-3, Transmittal of Wage and Tax State- -~ iJ.I . ~ ~ . ~ i ,I':.?\ -· J 
ments, filed for the calencfar year ending with or within the year covered by this return • • • . • 2 a 180 

I,, .•• 

. ~~~:...~ ~ 

b If at least one Is reported on line 2a, did the organization file all required federal employment tax returns? ... . . . . . . 2b X 

Note. If the sum of lines 1a and 2a rs greater than 250, you may be required toe-file (see Instructions) . . f,f~·~. ·~_j 4..~-

3 a Did the organization have unrelated business gross income of $1,000 or more durtng the year? •••• .. . . . . . . .. 3a X 

b lf'Ycs,' has it filed a Form 990-Tfor this year? If 'No' to line 3b, provide an explanation in Schedule o. ........... . ... . . 3b 

4 a At any time during the calendar year, did the organization have an Interest in, or a signature or other authority over, a 
financial account ln a foreign country (such as a bank account, securities account, or other financial account)? • • . • • .. 4a X 

b If 'Yes,' enter the name of the foreign country: "'" '· ~ I 
See lnstrucllons for filing requirements for FlnCEN Form 114, Report of Foreign Bank and Financial Accounts (FBAR). r-- i 

---· ~ 
5 a Was the organization a party to a prohibited tax shelter transaction at any time during the tax year?. ... . . . Sa X 

b Did any taxable party nollfy the organization that It was or is a party to a prohibited tax shelter transaction? ••••• 5b X 

c If 'Yes: to line 5a or 5b, did the organization file Form 8886-T? . ........ . . . . . . . . . . . . . . . . . . 5C 

Sa Does the organization have annual gross receipts that are normally greater than $100,000, and did the organization 
solicit any contributions that were not tax deductible as charitable contributions? •.•...•.•• , •••••• , .. Sa X 

b ~of'~sx' f~~~~?i~~~a~l~a~i~n .rn.c!~d.e .w~l~ e.v:~ s.ol!ci_ta.ti~n. a~ ~x~r:~s .st~t~~~n~ t~a.t ~u~h. c~~tr~b~ll.o~s .o~ ~~~s ~~r~ • .. Gb 
7 Organizations that may receive deductible contributions under soctlon 170(c). i 

a Did lhe organization receive a payment in excess of $75 made partly as a contribution and partly for goods and -- -- :_ .. J 
services provided to the payor?. • • • • • • • • • • . • • • . . • • • • • . . • . • . • . . • • . . . . • • • • .... 7a X 

b If 'Yes.' did the organization notify the donor of the value of the goods or services provided? ..... . . . . . . . . . 7b X 

c Did the organization sell, exchange, or otherwise dispose of tangible personal property for which it was required to file 
Form 8282? ......•.•....•...•..•..•........•..•..•...•.....•..•.. 7c X 

d If 'Yes,' indicate the number of Forms 8282 filed during the year • • . • . • • • • • • • • • • • I 7 dl ' --·- --' 
o Did the organization receive any funds, directly or indireclly, to pay premiums on a personal benefit contract?. ... 70 X 

f Did the organization, durlng the year, pay premiums, dlreclly or Indirectly, on a personal benefit contract? •.• .. 7! X 

g If the organization received a contribution of quaflfied lnlellectuaf property, did the organization file Form 8899 
as required? • • • • • • • • • • • • • • • • • • • • • • • . • • • • • • • • • . . . • • · · • · • · • · • • • • 7g 

h If the organization received a contribution of cars, boats, airplanes, or other vehicles, did the organization file a 
Form 1098·C? •..............•..•...•.........•........•.•..•.. .. 7h 

8 Sponsoring organizations maintaining donor advised funds, Did a donor advised fund maintained by the sponsoring ·---- ··-· ·--
___ _; 

organization have excess business holdings at any time during the year? ....... . " ... " ... . . . . . . . . . 8 
9 Sponsoring organizations maintaining donor advised funds. 

-~ .. - _ ..... . ....... J 
a Did tile sponsoring organization make any taxable distributions under section 4g66? . . . . . . . " . . .. 9a 
bOld the sponsoring organization make a distribution to a donor. donor advisor, or related person? .• . . . . .. 9b 

10 Soctlon 501(c)(7) organizations. Enter: 

. [1oal 
' 

a Initiation fees and capital contributions included on Part VJI/, line 12 ••. . - .... . . ; 
b Gross receipts, Included on Form 990, Part VIII, line 12, for public use of club facilities .. . l1obl ' i 

11 Section S01(c)(12) organizations. Enter: 
a Gross income from members or shareholders. . . . ................ .. 11 a i 

I 
b Gross income from other sources (Do not net amounts due or paid to other sources i against amounts due or received from them.) •.•••..•.......••••• .. 11 b 

--·-~- ·-··- ---··-
12a Sectron 4947(a)(1) non-exempt charitable trusts. Is the organization filing Form 990 Jn fleu of Form 1041?. ....... 12a 

b If 'Yes,' enter the amount of tax-exempt interest received or accrued during the year . • • • • • L 12 ~/. i 
' 13 Section 501(c)(29) qualified nonprofit health insurance Issuers. ·--- .. ·- ----.. 

a Is the organization licensed to Issue qualified health plans ln more than one state? • . . . . . ' ..... .. . .. . . . . . . 13a 
Nota. See the instructions for additional information the organization must report on Schedule 0. 

b Enter the amount of reserves the organization is required to ma!ntaln by the states In I b I ' 
which the organization is licensed to issue qualified health plans • . • • • • . • • • • • • • • . 13 b i 

c Enter the amount of reserves on hand . . . . . .. . . ................... J13CJ 
---' ... 

14a Did the organization receive any payments for Indoor tanning services during the tax year? .••••. . . .. 14a X 

b If 'Yes,' has it filed a Form 720 to report these payments? If 'No,' provide an explanation in Schedule 0 •• . . . . .. 14b 
BAA TEEA010S 11116116 Form 990 (2016) 
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Form990(2016) Front Steps Inc PageS 

I Part·VIi·l Governance, Management, and Disclosure For each 'Yes' response to lines 2 through 7b below, and for 
a 'No' response to line Ba, Bb, or 10b below, describe the circumstances, processes, or changes in 
Schedule 0. See instructions. 
Check if Schedule 0 contains a response or note to any line in this Part VI [Xl .... . . . . . . . . . . . . . . . . . . . . . . ••• 0 

Section A. Governing Bodv and Manaoement 
Yes I No 

1 a Enter the number of voting members of the governing body at the end of the tax year. 1a 10 ·' ·1. ' ''' ;· .•,, I If there are material differences In voting rights among members 
' I of the ~overning body, or if the governinfi body delegated broad ·' ;:·~ :: .;. :. ' I authonty to an executive committee or s m!lar committee, explain In Schedule 0. ·'.;V_! .. • ~r, I 

b Enter the number of voting members Included In line 1 a, above, who are Independent ..... 1b 10 I 
I f·}~-·r: ::~ :~:. 

Old any officer, director, trustee, or key employee have a family relationship or a business relationship with any other 2 ' ___j ----
officer, director, trustee, or key employee? •••. ..... . . . . . . . . . . . . . . . . . ''' ..... . . . . '' 2 X 

3 Did !he organization delegate control over management duties customarily performed by or under the direct supervision 
of officers, directors, or trustees, or key employees to a management company or other person? •..•.••.•••• '. 3 X 

4 Did the organization make any significant changes to Its governing documents 
since the prior Form 990 was filed? • • • '.' . ' . . . . . . . . . . . . . . . . . . . . ' .. . . . . . 4 X 

5 Did the organization become aware during the year of a significant diversion of the organization's assets? '. 5 X 
6 Did the organization have members or stockholders? •••••••••.••.• ..... . . . . . . . . . . '. 6 X 
7 a Did the organization have members, stockholders, or other persons who had the power to elect or appoint one or mare 

members of the governing body? • . . . • . . . • . • . • • • • . .... ' . . . . . . . . . '' . . . . . . . . . . 7a X 

bAre any governance decisions of the organization reserved to {or subject to approval by) members, 
stockholders, or persons other than the governing body? •.••••• ''' . '' ...... ' .. ..... . . . . . ''' 7b X 

8 Did the organization contemporaneously document the meetings held or written actions undertaken during the year by ' ! 
I the following: -- --- __ ._J 

a The governing body? • • • • . . . . . . . . . . . . . . . . . . - ............ . ..... . . . . . Ba X 
b Each committee wlth authority to act on behalf of the governing body? ...... '.- ...... . ... 8b X 

9 Is there any officer, director, trustee, or key employee listed in Part VII, Section A, who cannot be reached at the 
organllation's mailing address? lf'Yes, 'provide the names and addresses in Schedule 0 . . . . . . . . . . . . . '. '.' 9 

Section B. Policies (This Section B reQuests information about policies not reQuired by the Internal Revenue Code. 
Yes 

10a Did the organization have local chapters, branches, or affiliates? •• ...... '' ' .. . . . . . . . . . . . . . . . . ' 10a 
b If 'Yes,' did the organization have written policies and procedures governing the activides of such chapters, affiliates, and branches to ensure their 

operations are consistent with the organization's exempt purposes?. ............. . . . . . . . . . . '' . ' . ' 10b 
11 a Has the organization provided a complete copy of this Fmm 990 to all members of its governing body before filing the form? .......... 11a X 

b Describe In Schedule 0 the process, if any, used by the organization to review this Form 990. -- -----
12a Did the organization have a written conflict of interest policy? If 'No,' go to line 13 • '' .... .... . .... '' '. '' 12a X 

b Were officers, directors, or trustees, and key employees required to disclose annually interests that could give rise 
to conflicts? •••••••••••••••••••••••••••••••••..•.•••.••••••••••• 12b X 

c Did the organization regularly and consistently monltor and enforce compliance with the policy? If 'Yes,' describe In 
Schedule 0 how this was done . .... . . . . . . . . ... ''' . '' '. 12c X 

13 Old the organization have a written whistleblower policy? • • • • ' .. ''. ' .. ..... ' .. . . . . . . . 13 X 
14 Did the organization have a written document retention and destrucllon policy? •.• .... . . . . . . . . . . . 14 X 
15 Did the process for determining compensation of the following persons Include a review and approval by independent 

persons, comparabi!ity data, and contemporaneous substantiation of the deliberation and decision? ----- ···--·· 
a The organizallon's CEO, Executive Director, or top management official ''. '.' 15a X 
b Other officers or key employees of the organization. • . • . . . . . • . • • . • ''. '' ..... '. '. 15b 

If 'Yes' Ia nne 15a or 15b, describe the process in Schedule 0 (see instructions). 
16a Did the organization invest In, contribute assets to, or participate in a joint venture or slmllar arrangement with a ---·- --

taxable entity during the year? ' . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . '' '' .... '' 16a 

b If 'Yes,' did the organization follow a written policy or procedure requiring the organization to evaluate its 
participation in joint venture arrangements under applicable federal tax law, and take steps to safeguard the ·-- ---
omanization's exempt status with respect to such arrangements?. . . . . . . . . ' . . . ' ....... .......... 16b 

Sect1on c. D•sclosure 
17 List the states with which a copy of this Fon11990 is required to be filed a. 

18 Section 6104 requires an organization to make its Forms 1023 {or 1024 If applicable), 990, and 990-T (Section 501(c)(3)s only} available 
for public inspection, Indicate how you made these available. Check all that apply. 
~ Own website 0 Another's website [!) Upon request 1!1 Other (explain in Schedule OJ 

19 Describe in Schedule 0 whether (and if so, how) the organization made its governing documents, conflict of Interest policy, and fmanclal statements available to 
the public during the tax year. 

20 State the name, address, and telephone number of the person who possesses the organization's books and records: 

X 

No 

X 

---·····--

i 
I 

--~-J 

X 

i 
·----1 

X 

' ! __ j 

Sheila Joseph 500 E 7th Street Austin TX 78701 (512) 305-4114 
BAA TEEA01 00 11/16116 Form 990 (2016) 



Form990(2016) Front Ste s Inc  Page7 
p· ;V k Compensation of Officers, Directors, Trustees, Key Employees, Highest Compensated Employees, and 

Independent Contractors 
Check If Schedule 0 contains a response or note to any line In this Part VII • • • • • • • • • . • • . • . • • • • • • • . • • . • . • • 0 

Section A. Officers, Directors, Trustees, Key Employees, and Highest Compensated Employees 
1 a Complete this table for all persons required to be lfsted. Report compensation for the calendar year ending with or within the 
organization's tax year. 

• list all of the organization's curront officers, directors, trustees (whether individuals or organizations), regardless of amount of 
compensation. Enter -0- in columns (D), (E), and (F) If no compensation was paid. 

• List all of the organization's current key employees, if any. See instrucllons for definition of 'key employee.' 
• List the organiZation's five current highest compensated employees (other than an officer, director, trustee, or key employee) 

who received reportable compensation (Box 5 of Form W~2 and/or Box 7 of Form 1099-MISC) of more than $100,000 from the 
organization and any related organizations. 

• List all of the organization's former officers, key employees, and highest compensated employees who received more than $100,000 
of reportable compensation from the organization and any related organizations. 

• Ust all of the organization's former directors or trustoos that received, In the capacity as a former director or trustee of the 
organization, more than $10,000 of reportable compensation from the organization and any related organizations. 
List persons In the following order: individual trustees or directors; institutional trustees; offlcers; key employees; highest compensated 
employees; and former such persons. 

n Check this box if neither the organlzatron nor any related organization compensated any current officer, director, or trustee. 
(C) 

(A) 
Nama and TlUe 

(B) Position {do not check mora (D) 
!han one box, unless person 

Average Is both an officer and a Reportable 
hours , ;-,-.,".,"-,.'to.,:mTro..,',..",.;'l,._,,...,.,.j compensation from per r;::: the oman!z:ation 

week tQ g Sf Q 1.;;' 3_ ;:£ Q (W·211099·MISC) 

h~~~~6r Jriel~ ~ s e ~ ~~ j l ~ rotated c::r: {i; ..... -. 

"'"'"'· • ~ ill @ ~n Hens ;_;: 'iii 
below b> (I) 

dotted g .- :G 
line) a 5 

~ 

-~Lg~~~~~~~~---------------!~~ 
President X X 0. 

_(Y_ §.~o_\:):; .!i''£9_U.§Qll_ _____________ ! ,_o~. 
Treasurer X X 0. 

-~)-~~l].y_M.9Q.'2.n21<!. ___ ------ __ _ 4. oo 
Director X 0. 

_{1)_.;[~h.!)_f1.c.f;p;:.l.sn<t _____________ 1. ~0..9. 

Director X 0. 
-~)- .:[:\._m_~lj..£!51~ ___ ____ _ _ _____ _ 4. 00 

Director X 0. 
-~)- !i_m_~:t;..OE§.C2.,n_ ___ _ ______ ___ _ 4. 00 

Director X 0. 
_(Il_l!<tri.£ll_ll.£UieJ!IJ2El.. _____________ 1.~0..9. 

Director X 0. 
_(_ll)_ .:[~n.!'y _T.Y-:O:ll_ey _ _ _ _ _ _ _ _ __ _ _ _ _ 4. 00 

Director X 0. 
-~~- ~ce!l.!':h~ !:l£1~).!1~1;_ry _ _ _ _ _ _ _ _ _ _ _ 4. o o 

Director X 0. 
J.1~U:!lts:!!~l]._q_i.J?£~- ___________ 4o. oo 

Executive Director X 73' 771. 
~] ___________________________ _ 
~E ___________________________ _ 

.!.1~)-- --------------------------

_!1~)----------------------------. 

BAA TEEA0107 11116/16 

(c) 
Reportable 

compensation from 

re~~fb~~~~~~}s 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

(F) 
Est!mated 

omount or other 
tt~mpensation 

from the 
orgonlzaUon 
and related 

organizations 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

0. 

15,585. 

Form 990 (2016) 
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Form 990 (2016) Front Steps Inc 
I Part Vi HI Section A. Officers Directors Trustees 

(A) 
Namo and tiUo 

(B) 

Average 
hours 

vre:;k 
{ffstany 

"'"" , .. 
related 
orsaniza 
-uons 

"'"' dotted 
line) 

J1~)_ ___ - ------------------- ----

J.1~) ____ - ------------------- ----

J.12l ___ --------------------

J.1_!1)_ ___ - ------------------

{19) ------------------------------
J.2~)_----------------------

J.2.!l_ ---------------------------

J.2~)_ ----------------------

J.2~) ___ --------------------- ----

J.2~) __ -- -------------------

(25) ------------------------------
1 b Sub-total. . . . . . . . . . . . . . . . . . . . . . . . 

c Total from continuation sheets to Part VII, Section A 

PageS 
Key Employees and HiQhest Compensated Em~lovees (continued) 

(C) 
Position 

{do not check more than one 
box, unless person Is both an 
orficer and a dlrcclor/lruslee) 

.. 

(D) 
Reportable 

compensation from 
tho organization 
(W·211099·MISC) 

73,771. 

(E) 
Reportable 

compensation from 
related organizations 

(W·211009-MISC) 

0 . 

(F) 
EsUmatcd 

amount of olhor 
compensation 

fromliJo 
organlzaUon 
and rotated 

organizations 

15,585. 

dTotal(addlines1band1c).............. .. 73,771. D. 15,585. 
2 Total number of individuals {including but not limited to those listed above) who received more than $100,000 of reportable compensation 

from the organization ,.. 

Yes No 

3 Did the organization list any former officer, director, or trustee, key employee. or highest compensated employee ---~ ---- .. ___ .. ..: 
on line 1 a? ff 'Yes,' complete Schedule J far sucll individual ................. . . . . . . . . . . ..... 3 X 

' 4 For any Individual listed on line 1a, Is the sum of reportable compensation and other compensation from i 
the organization and related organizations greater than $150,000? If 'Yes,' complete Schedule J for ........ --·-· -· -·.I 
such Individual • • • • • • • • • • • • • • • • . • • • • . • • . • . • • . • • • • • . • • • • . • • • . • ..... . . 4 X 

5 Did any person listed on line 1a receive or accrue compensation from any unrelated organization or individual --- ·-·---· --
for services rendered to the organization? lf'Yes, 'complete Schedule J for such person . . . . . . . . . . . . . . .. . . 5 X 

:;ect1on B. Independent Contractors 
complete this table for your flve highest compensated Independent contractors that rece1ved more than S 100,000 of 
compensation from the organization Report compensation for the calendar year ending with or within the organization's tax year 

{A) 
Name and business address 

{B) 
Description of services 

(C) 
Compensation 

!lo~te Siesta ~Jrsinq and R:J..abilitatro Box 201987 Dallas TX 7532H987 Nursinq home services 415,000. 

2 Total number of independent contractors (including but not limited to those listed above) who received more than 
$100,000 of compensation from the organization .. 1 

BAA TEEA0108 11116116 Form 990 {2016) 
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Form990(2016) Front Steps Inc Page9 
!Part VIII 11 Statement of Revenue 

Check if Schedule 0 contains a or note to any l!ne in this Part VIII . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D 

~ 

·E 
~ d------------------~------~~-------+--------+-------~---------1 ; Arloiiier program service revenue •• 
- g Total. Add lines 2a-2f . • • • . • • • • • . • • • . • . ~ 46,895 i 

3 Investment Income (including dividends, interest and . 
other similar amounts) . . . . . . . . . •......• ~1-------1-------+------l-------

4 Income from Investment of tax-exempt bond proceeds .• '="1-------1-------+------l-------
5 Royalties. • • • • • • • • • • • • • • • • • • • • • • ~ 

6 a Gross rents . . • . . 
b Less: rental expenses 
c Rental income or {loss) . . 

(QR"I (il) p'""" 

d Net rental income or (los;) • • • . • • • •.• ~ 

7 a Gross amount from sales of 
assets other than inventory 

b Less: cost or other basis 
and sales expenses • . • 

c Gain or (loss) .... 

(II)Oih<r 

. ,,- . 

;. 
. }(/> ., ,· ) 

1'-----~---------1-----------~----J 

l 

d Net gain or (loss) . . . . . . ······-~~~~~+-------+-------+-------4-----~ 
!2 8 a Gross income from fundraislng events 
i! (not including . . $ -:-;-.,---,-.,.---
~ of conlributlons reported on Hne 1 c). 
~ See Part IV, line 18. . . . . . . . . a 40. 010 

BAA 

bless:directexpenses ...... b 22.535 _ 

c Net Income or (loss) from fundraising e_v .e _n rt=-s·.:. ·.:. ·..:....: ·...:·....:...:..·~+-~l.,_L 7,_,_,·6'-'--' 7 7'-'--f ·------j--,-----'0'-'--i ·....:..._...! 11--LL 7 . .2.!. p, 7-L, 7 

9 a Gross Income from gaming activities. 
See Part IV, line 19. • • • • • • . • • ·~f------1 

b Less: direct expenses ... · · · ·· .:· ... ,b"L-----,.-j-------·-----·-··-··---·1-··----·-····--·l--···--------l--·- ·····---------'' 
c Net income or (loss) from gaming a.c-li •. v.i.J.i .. ie .s-,..:. ·..:....: ·:..:..:..·.:....: ·...:·:..~+------j-------1------1-------,-

1 0 a Gross sales of inventory, less returns a ! 
and allowances . . . . . . . . . . . ~ 1---------1 

b Less: cost of goods sold • . . • . . . b 
c Net Income or (loss) from sales • • ~ 

' ------ ,. ----- ·-····-··--·-· ---. - --··- ·------·--- 1-·--·------···-.... .J 

< ""'""' ""''""' Codo 

11ag~h~K-R~y~n~g ________ 11291~10110~110~1'9~9---f----~l"~'R~I'S~.t-------~n~------~n~--~,~~31~181!5~, b 
------------------r------+-------r-----~-------+-------

c -----------------+------1--------j------1--------1-------
d AI! other revenue . . . . . . . . . . . 
e Total. Add lines 11a-11d . ..•.. 

t2 
. - ...•. - .. ~~----"'-'--' 13,_,11895 ·------+--------+-----______!; 

Totatrovonue.Seeinstructlons •.•...•... - .. ~ 7.116. 329, 46.895. o. 19.0P.? 
TEEA0109 11/16/16 



Form 990 (2016) Front Steos Inc Page 10 
I Part IX i : of 
Section I and 

ChecK it !OCO~~S~· 
Do not Include amounts reported on lines 
6b, 7b, Bb, 9b, and 10b of Part VII/. 

. All' 'must' • column I AI. 
or note to any line in this Part IX • . . . . . . . 

Total (A) Progra~~ervice ~';~';r~~~) and 

. ----11 
(D) 

1 Grant~a~d o~'iici 1 • d~v~~~~~~fs. : , ~i., : : ;~?"~'- ;li. ,;, ), .. · : i, : .• . 
See Part IV, line 21 . . . . . . . . . . . . . . . ,.,,,, ., .. :. ,:.; .• ;,. ,: .. :' ;,:':·li :•/;;';·;: ·' ·-.;. ,· ... 

2 Grants and other assistance to domestic 1'"" .. ;.,· .. <.'F.'"'.······ .. ·''': r .· · .. · :·:,,;;.\:~·-,.· :, ... ' .. Individuals. See Part IV, line 22 · • · · · · · · · f-------1-1------lbi::'+· '· o:·;_•o;'···et•'~'-<~·111" ~~ • ' · ··, i'·~~:-;-.. ;J; ·, 
3 ~::~~fz:~~n~t.h~;l~~sci~~~;n~!~~;~ga~d for- p~:

1

~ ·:· '-' •. \. '? _,- ::.-. , .'' :-·:< ::~:~:i'?}:',:: ::<:.: 
elgn individuals. See Part JV, lines 15 and 16 . . - _ }(;~ i· :;,; . _ . -_ .. ·.t:.-~::: . i.; · 

4 Benefits paid to or for members. . . . . . . . . · ·. •· ·.,.,;•:01:. · :J.· · ;.\\;·. ',>' 
5 Compensation of current officers, directors, _ _ _ _ _ 

1
_ . ___ 

trustees, and key employees .... - . . . . wt. "4n 70, AA o l4. 3"" 
6 Compensation not included above, to 

disqualified persons (as defined under 
section 4958(1}(1)) and persons described 
In section 495B(c)(3)(B) ........... . 

7 Other salaries and wages . ......... . 
a Pension plan accruals and contributions 

(include section 401 (k) and 403(b) 

2.709.745 2.190 557 444.656 

2.410 

74 "" 

employer contributions) . ........... ·1-------1-------,1-------1-------
9 Otheremployeebenefits........... 401.n~R. 1?<; RnR « "'" 11. o-85 

10 Payrolllaxes................. 223.368 190.571 1<.<.<;1 < , 44 
11 Fees far services (non·employees): 

a Management . . . . . . . . . . . . . . . . • 
blegal..................... s.1qo 4.10< AS? 142 
cAccounting-. · • .. · · · · · · · · • · · · ·r-__ .._2!i'-.W!5. 9'-'7''-"-'-'6-j-----"--" 20c._ .. .2. 9l"'9l·9y ___ _,4,_, . ..£Q ~"..L..'f-----.J...~ 
dlobbying .................. . 

714 

o Professional fundraising services. See Part IV, line 17 . ~ . A q o 3.890 
f Investment management fees · . · . . . . . , 
g Other. Ollinc 119 amount exceeds 10% of line 25, column f-----

1
.-_-____ -,. _-f-------f-------1-1------

(A) amoun!, listlme 11g expenses on Schedule 0.) . . 1-----'""'-''-" 4Uc; ·""'-'-'-l-----'ll!.<.li..;U!,.,-j----.£L=.\L.-I-----.d!!.-'L.. 342 1n.no;n ?.040 

12 Advertising and promotion .......... 1----,""'-' 1-.o 2!'::''71~10-l----,-"-'--"""'-'--l------"-"-"-'--l-----...dJ<.,_ 
13 Office expenses . . . . . . . . . . . . . . . 1 14. 75A 

11': 1 02 6 ~OB 

1 no 01A 22.113 3 707 

14 lnformalion technology .........•... f-------,f-------1-1------1-------
15 Royalties . ..•............... 

16 Occupancy .. - ............... ·f-_ ___j4,_,5;!d..c:3 . .ll, 73.!<..,_6 ·f---~l..!:!.!Wl.!Lh-'-J----!!L-"-"~-1----..J,.;Wll!J!"-D 4RO. 
989 

361' on1 74 455 
17 Travel .. .. .. .. .. .. .. .. . .. . 1S q" 2Q.C<;Q <; AOA 
18 Payments of travel or entertainment 

expenses for any federal, state, or local 
public officials •.•••..•••.•..•. 'f-------1-------1--------1-------

19 Conferences, conventions, and meetings . . . 15. 413 12.460. 2 529 4?4, 
20 Interest . .................. . 
21 Payments to affiliates. . . . . . . . . . . . . 
22 Depreciation, depletion, and amortization. • . 7?.. !:i07 

58 ""'· 
, , AOA 1 994 

~! ~~~;;~~~e~s~s: lie~iz~ ~x~;n;e~ ~o-t . . . . I----'1'-"-'2Bu .. _; 9le<:2!"'-'-'6-I---""'-'"'-'__,_."'--'-I-------"'-L.-'"'.!;L.-j----"'-'-.2:i~ 1 54< 

! 
104 .~24 , . , ·"" 

; 

covered above (List miscellaneous expenses 
in line 24e.lfline 24e amount exceeds 10% 
of line 25, column (A) amount, fist tine 24e 
expenses on Schedule 0.) . . . . . . . . • • 1--------1--------1--------1-------___! 

a £'J:.OEX<!.ll!.. E:!Sp_e_g'!_e __________ -1---..JRlll I A1.;l< '4-J:h<LO..: "'--t----'Aull A1.;i> '!....tl.!: «"'-... "-1------.lL. "-1------!L.. 
b Ql,i_5!l'!t..l'.l>J2.e_ll§~ __________ .j---= q q!S~ 'Att!!.J q 04 . ___ Jl AIOJI 0'.5,....' ~=n" oiL..f---.1 11<.fi3' <~!!_412Jl:? n+---2:Z....3..9.:L 

n 

?7 <O? 

C .);]l-jC_i,qq_ _QQ_O_sl§ ___________ .j----"-"'li J A<Ji.,.C J AAtllL 004----" '"'c!l <;;.b... J J':li.A" ':;_<1'Lf---.1 '".1 '".:i.,. 'JJ.O<::l; c -,,I "tl....f---.ll!~!l.Ji..... 

d J;,j,_c_5!_g'!_e..§1_ & J'JlJ:.llJi.J;:;;_ _______ .j----"-4'"-' """-'' 'o'-'-' '+----.:i.l. 17~ -::."'' n"-"-?+---:.L... ".b."".L ''".L.f---...l....Z.:Zfi-
eAIIotherexpenses .............. ·f----,l.31£..,J:10.!..11E8L~L.0.+----'2~S.,J..'''?=s+--__;5,_, . ...J1.J!Ol.L.,'11-----..lU!L 

25 Totall Addlines1throuqh24e. 6,959,707. 5,792,393 996.409. 

1A 04< 

' "'" R<;4 
170.90S-

26 ·'' ,.., I !!hie line onlv If 
j~~; costs from_ ~~poneo in colum~ (B) 

campaign and · ~·F 1 ·~ • fi . 
Check~:'•. "<.,I". l 

!MSC> ...... . 
BAA TEEA0110 11/15116 Form 990 (2016) 



Form 990 (2016) Front Steps Inc 
I PartX il Balance Sheet 

Check if Schedule 0 contains a response or note to any line In this Part X • 

1 Cash - non-interest-bearing • . • . . . . . . . . . . . 
2 Savings and temporary cash investments . . . . 
3 Pledges and grants receivable, net. ..... . . 
4 Accounts receivable, net •••••••..... . . . . .. 
5 Loans and other receivables from current and former officers, directors, 

trustees/ key employees, and highest compensated employees. Complete 
Part II o Schedule c • • • • . • • . • • • . . . • • • . • • . • • • • • • . 

6 Loans and other receivables from other disqualified persons (as defined under 
section 495B(f)(1)), persons described in section 4958(c)(3)1B), and contributing 
employers and sponsoring organizations of section 501 (c)(9 voluntary employees' 
beneficiary organizations (see instructions). Complete Part I of Schedule L .••• 

7 Notes and loans receivable, net • • . . • . . 
s Inventories for sale or use • • • • • • • • 
9 Prepaid expenses and deferred charges • 

 Page 11 

. . . . . . . . . . . . . . . . . . .... ... D 
(A) 

Beginning of year 
(B) 

End of year 

-78,846 . 1 105,687. 
267,038 . 2 525,0l4. 

1,009,633. 3 688,444. 
4 

5 ,. ,. 
' ! 
J 

6 
7 
8 

48 012. 9 21 173. ' ,,. --""". ,... l 
1 o a Land, buildings, and equipment: cost or other basis, 

Complete Part VI of Schedule D • • • . . . . . . • • 
b Less: accumulated depreciation • . . • • . • • • • 

' ;~\::·.\· ! 
l-"10'-'a't----'6'-'8'-'3'-<...!7C!1s8".+·-· _____ ,, ---1·-- -----·-------' 

10b 480 245. 219 327. 10c 203 473. 

" .!I! 
i!il :g 
:::1 

" 8 
c 
" iii 

"' "" !i u. ... 
0 

.:l 
8 
" ..; -~ 

BAA 

11 Investments- publicly traded securities ••.••. 

13 
14 
15 

12 Investments - other securities. See Part IV, line 11 
Investments- program-related. See Part IV, line 11 
Intangible assets ..••...•••••.••.•••• 
Other assets. See Part IV, line 11 ••.•••.•• 

16 
17 
18 
19 
20 
21 
22 

23 
24 
26 

26 

27 
28 
29 

30 
31 
32 

33 
34 

Total assets. Add lines 1 through 15 (must eaualllne 34) • 
Accounts payable and accrued expenses. • • • •••• 
Grants payable. • • • • • • • • • • • • • . • • . . • 
Deferred revenue . . . . . . . • • • • • • • . . . • • . . 
Tax-exempt bond liabilities • • • • • • . . . • . . . . . . ..• 
Escrow or custodial account liability. Complete Part IV of Schedule D 
Loans and other payables to current and former officers, directors, trustees, 
key employees, highest compensated employees, and disqualified persons. 
Complete Part II of Schedule L ••••••••••..•.••••• , ••• 
Secured mortgages and notes payable to unrelated third parties •••••• 
Unsecured notes and loans payable to unrelated thlrd parties .•••••. 
Other liabllltles (including federal income tax, payables to related third parties, 
and other liabilities not included on lines 17-24). Complete Part X of Schedule D • 

Total liabilities. Add llnes 17 through 25 • • . • • • . • • • • • • • . . • . . . . . 

Organizations that follow SFAS 117 (ASC 958), chock horo ~ ~and complete 
lines 27 through 29, and lines 33 and 34, 
Unrestricted net assets • • • • • • • • 
Temporarily restricted net assets • 
Permanently restricted net assets • • • • • • • • • • 

Organizations that do not follow SFAS 117 (ASC 958), check here'"" 0 
and complete lines 30 through 34 • 

Capital stock or trust principal, or current funds ••••• , • • • •. 
Paid·in or capital surplus, or land, building, or equipment fund .••. 

Retained earnings, endowment, accumulated income, or other funds • 
Total net assets or fund balances. • . • • • . • . • . 
Total liabilities and net assets/fund balances •••••••••••..• 

lEEA0111 11/16/16 

11 
12 
13 
14 
15 

1 465 164. 16 1 543 791. 
469 024. 17 298 158. 

18 
19 
20 
21 

-----·---·---·-- -- --·---·----····-·---~ 
22 
23 

4 533. 24 3 744. 

25 

473 557. 26 301 902. 

887 701. 27 1 185 442. 
103 906. 28 56 447. 

29 

30 
31 
32 

991 607. 33 J. 241 889. 
1 465 164. 34 1 543 791. 

Form 990 (2016) 

Ill 



Form 990 (2016) Front ste s Inc  Page 12 
P ·x1~· Reconciliation of Net Assets 

Check if Schedule 0 contains a response or note to any line In this Part XI. • • . 
1 Total revenue (must equal Part VIII. column (A), line 12) • . • . . ... . 
2 Total expenses (must equal Part IX, column (A),Iine 25) ............... . 
3 Revenue less expenses. Subtract line 2 from line 1 • . • • . . . . . . • . . • . • • • • 
4 Net assets or fund balances at beginning of year (must equal Part X, line 33, column (A)). 
5 Net unrealized gains (losses) on investments •• 

6 Donated services and use of facilities • 
7 Investment expenses • • • 
B Prior period adjustments • • • 

9 Other changes in net assets or fund balances (explain in Schedule 0) 
10 Net assets or fund balances at end of year. Combine lines 3 through 9 (must equal Part X, line 33, 

column (B)). • • • • • • • • • • • • • • • • • • • • • • • . • • • . • • • • • . • . • • . • • • • . • • 

I Part XII I Financial Statements and Reporting 

.......... n 
7 116,329. 

2 6 959 707. 
3 156 622. 
4 991 607. 
5 
6 
7 

8 93 660. 
9 

10 1 241 889. 

Check if Schedule 0 contains a response or note to any line In this Part XII ....................... n 
1 Accounting method used to prepare the Form 990: Ocash ~Accrual Oother 

If the organization changed Its method of accounting from a prior year or checked 'Other,' explain 
in Schedule 0. 

2 a Were the organization's financial statements complied or reviewed by an independent accountant? • 

Yos I No 
. J , I 

, :,· I 
_,:;..:_._,_J 

2a X 

If 'Yes,' check a box below to Indicate whether the financial statements for the year were complied or reviewed on a ,i 
s~arate basis, consolfdated basis, or both: 
U Separate basis Oconsalldated basis Osoth consolidated and separate basis - -·- -- ·--·' 

b Were the organization's financial statements audited by an independent accountant?. • . . . . . . . . . . . . • . . . . • . 2 b x 

If 'Yes,' check a box below to Indicate whether the financial statements for the year were audited on a separate 
basis, consolidated basis, or both: · 0 Separate basis Oconsolidated basis Death consolidated and separate basis -·-· --- ___ j 

c If 'Yes' to line 2a or 2b, does the organization have a committee that assumes responsibility for oversight of the audit, 
review, or compilation of Its financial statements and selection of an independent accountant? .••••••.•..• . . . • . 2c X 

!--"-'+-'"+-
If the organization changed elther lts oversight process or selection process during the tax year, explain 
in Schedule 0. 

3 a As a result of a federal award, was 1he organization required to undergo an audit or audits as set forth In the Single 
Audit Act and OMB Circular A-133? .•••.•••••.•...•...•.......•••.••••••••••.. 

b If 'Yes,' did the organization undergo the required audit or audits? If the organization did not undergo the required audit 
or audits, explain why In Schedule 0 and describe any steps taken to undergo such audits •••.••.•••..••• 

BAA 

TEEA0112 11/16/16 

. . . . 1-"3"-a 1---'x'-1---

3b X 

Form 990 (2016) 



OMB No. 1545.0047 

SCHEDULE A 
(Form 990 or 990-EZ) 

Public Charity Status and Public Support 
Complete if the organization is a section 501(c){3} organization or a section 

4947(a)(1) nonexempt charitable trust. 2016 
~Attach to Form 990 or Form 990~EZ. · ' 71 ·: ·-·, '··' i 

Potf~,':~~~:~·:.::':l~~~ ~ Information about Sche~tu~~r:;,~o~J,~:;,338."EZ) and its instructions Is ;;~,;~~~&Wib . f 
Name ofthe organ1nUon 1 Employnr ldcntlfl~atlan number 

Front Steps Inc 
1 Part.l 1 Reason for Public Chanty :>latus (All organizations must complete tnls part.) See 1nstruct1ons. 
The organization is not a private foundation because II is: (For lines 1 lhrough 12, check only one box.) 

1 ~A church, convention of churches, or association of churches described in section 170(b)(1)(A)(I). 
2 A school described in section 170(b)(1)(A)(Ii). (Atlach Schedule E (Fonn 990 or 990-EZ).) 

3 A hospital or a cooperative hospital service organization described In section 17D(b)(1)(A)(Iii). 
4 A medical research organization operated in conjunction with a hospital described in section 17D(b)(1)(A)(iii). Enter the hospital's 

name, city, and state: 

5 0 An organization operate~ forfh~ be~e~t~f~ ~olie~;; ~~;s~ ~~n~do~ o~;rafe~ by~ ~o~e~n~;ntalu~t~~;i~e~ in---------. 
section 17D(b)(1)(A)(Iv). (Complete Pari II.) 

6 
7 

0 A federal, state, or local government or governmental unit described in section 170(b)(1)(A)(v). 

I!J An organization that normally receives a substantial part of Its support from a governmental unit or from the general public described 
in section 17D(b)(1)(A)(vi). (Complete Part II.) 

8 D A community trust descnbed in section 170(b)(1 )(A)(vi). (Complete Part II.) 

9 DAn agricultural research organization described in soctlon 170(b)(1){A)(Ix) operated In conJunction with a land-grant college 
or university or a non-land.grant college of agriculture {see instructions). Enter the name, clly, and state of the college or 
university: 

10 0 An organlza~~ ~h~ ~o~; ~e~e~~:~1~ ~o~e~h~~ 3~-~/;o/~ o~ I~ ~u~p:; f~~ ~o~t;b~ti~n~, ~~;b~r~; ~~a~d ~~~ ~e~e;~ - - - -
from activities related to its exempt functions-subject to certain exceptions, and (2) no more than 33-1/3% of Its support from gross 
investment income and unrelated business taxable income (less sect1on 511tax) from businesses acquired by the organization after 
June 30, 1975. See section 509(a)(2). (Complete Part Ill.) 

11 BAn organization organized and operated exclusively to test for public safety. See section 509(a)(4). 

12 An organization organized and operated exclusively for the benefit of, to perform the functions of, or to carry out the purposes of one 
or more publicly supported organizations described in section 509(a)(1) or section 509(a)(2). See section 509{a)(3). Check the box in 
lines 12a through 12d that describes the type of supporting organization and complete lines 12e, 12f, and 12g. 

(A) 

(61 

(Cl 

(D) 

(E) 

a D lypo I. A supporting organization operated, supervised, or controlled by its supported organization(s), typically by Qiving the supported 
organizatlon(s) the power to regularly appoint or elect a majority of the directors or trustees of the supporting orgamzation. You must 
complete Part IV, Sections A and a. 

b 0 Typo 11. A supporting organization supervised or controlled in connection with its suFported organlzation(s), by having control or 
management of the supporting organization vested in the same persons that contra or manage the supported organization(s). You 
must complete Part IV, Sections A and C. 

c D Type Ill functionally Integrated. A supporting organization operated In connection with, and functionally Integrated with, its supported 
organization(s) (see instructions). You must complete Part IV, Sections A, D, and E. 

d D Type Ill non-functionally integrated. A supporting organization operated In connection with its supported organization(s) that ls not 
functionally Integrated. The organization generally must satisfy a distribution requirement and an attentiveness requirement (see 
instructions). You must comptote Part IV, Sections A and b', and Part V. 

e 0 Check this box if the organization received a wriUen determination from the IRS that it is a Type I, Type II, Type Ill functionally 
integrated, or Type Ill non-functionally Integrated supporting organization. ,------, 

t Enter the number of supported organizations • . • • . . . • . . . . • • . • • . . . • . . . . • • . • . • • . . . • • • • • • • 
g Provide the following Information about the supported organization(s) L-----' 

(I] Nome of suppor1od organization (II)EIN fill) Typo of orffanlzallon (lv) Is tho (v) Amount of monotilry (vi) Amount or other 
descnbed on nes 1·10 organiza~on lisllHf support (see instruuUor.s) support {soo lnslrucllons) 

above (sea instrucUons)) in your governing 
document? 

Yes No 

Total 
BAA For Paperwork Reduction Act Notfce, soe the Instructions for Form 990 or 990-EZ. 

TEEA0401 09/28/16 
Schedule A (Form 990 or 990-EZ) 2016 



ScheduleA(Form990or990·EZ)2016 Front Ste s Inc 
Part II Support Schedule for Organizations Described in Sections 170(b)(1)(A)(iv) and 170(b)(1)(A)(vi) 

{Complete only [f you checked the box on line 5, 7, or 8 of Part I or if the organization failed to qualify under Part Ill. If the 
organization fails to qualify under the tests Usted below, please complete Part Ill.) 

Section A. Public Support 
Calendar year (or fiscal year 
beginning In) >- {a) 2012 (b) 2013 (c) 2014 (d) 2015 (e) 2016 

Page 2 

(ij Tela! 

1 Gifts, grants, coniiibution; and 
membershiP. fees recelveo. (Do not 
include any 'unusual grants.') • • • . 3 913 573. 4 558 700. 5 108 471. 6 765 310. 7 050 372. 27 396 426. 

2 Tax revenues levied for the 
organization's benefit and 
either paid to or expended 
on Its behalf • • • . • • 

3 The value of services or 
facilities furnished by a 
governmental unit to the 
organization without charge. 

4 Total. Add lines 1 lhrough 3 3 913 573. 4 558 700. 5 108 471. 6 765 310. 7 050 372. 27.396 426. 
S The portion of total 

contributions by each person 
(other than a governmental 
unil or publicly supported 
organization) included on line 1 
that exceeds 2% of the amount 
shown on line 11, column (f) • • 

6 Public support. Subtract line 5 
from line 4 ••••.•••••• 

Section B Total Support 
Calendar year (or fiscal year 
beginning In) .-

.. , '•'· 

(a) 2012 

.. ' ~. " ' 
'i< 'l'' ··.: 

(b) 2013 (c) 2014 (d) 2015 (o) 2016 

7 Amounts from line 4 . . . . . 3,913,573. 4,558,700. 5,108,471. 6,765,310. 7,050,372. 

a Gross income from Interest, 
dividends, parcments received 
on securities oans, rents, 
royalties and Income from 
similar sources .•••..•• 35. 31. 366. 13 614. 

9 Net income from unrelated 
business acUvitles, whether or 
not the business is regularly 
carried on .......... 

10 Other income. Do not Include 
gain or Joss from the sale of 
capital assets (Explain In 
Part VI.) ........... 29 985. 21 916. 10 514. 14 304. 1 385. 

11 Total support. Add lines 7 
through10 •••.•••••• 

12 Gross receipts from related activities, etc. (see fnstructions). ............................. 
13 First flvo years. If the Form 990 is for the organization's first, second, third, fourth, or fifth tax year as a section 501 (c)(3) 

organization, check this box and stop here • • • • • • • • • • • • • • • • • • • • • • • • • • • • . • • . • • • • • • • • 

Section C, Computation of Public Support Percentage 

12 

27 396 426. 

(ij Total 

27,396,426 . 

14 046. 

78 101. 

27,488,576. 
4'<.1R?. 

..... ~ 

14 Public support percentage for 2016 (line 6, column (Q divided by line 11, column@ . . . . . . . . . . . . . . . . . 1-'1"4+---"9'-'9'-'.-"6"6"%"'-
15 Public support percentage from 2015 Schedule A, Part II, line 14 • • • • • • . . . • . . • • • . • • . . . . . . . . . '-'1"5'--'---9""-9~.,.5 .. 2~':.:1\_ 

16a 33·1/3% support tast-2016. If the organization did not check the box on line 13, and line 14 is 33-1/3% or more, check this box 
and stop here. The organization qualifies as a publicly supported organization ••••..•..•.••••••••..•••.•.••.• ~ I!J 

b 33·1/3% support test-2015. If the organization did not check a box on line 13 or 16a, and line 15 is 33-1/3% or more, check this box 
and stop here. The organization qualifies as a publicly supported organization .••••••••.•.••..•.•••••...••. 

17a 1 0%-facts·and·clrcumstancos test-2016. lf the organization did not check a box on line 13, 16a, or 16b, and line 14 is 10% 
or more, and if the organization meets the 'facts-and-circumstances' test1 check this box and stop here. Explain In Part VI how 
the organization meers the 'facts-and-circumstances' test. The organlzat1on qualifies as a publicly supported organization ••••••• 

b 1 0%-facts-and·clrcumstances test-2015. If the organization did not check a box on line 13, 16a, 16b, or 17a, and line 15 is 10% 
or more, and If the organization meets the 'facts-and-circumstances' test, check this box and stop here. Explain in Part VI how the 
organization meets tlie 'facts-and-circumstances' test. The organization qualifies as a publicly supported organization ••....•• 

18 Private foundation. If the organization did not check a box on line 13, 16a, 16b, 17a, or 17b, check this box and see instructions •. 
... ~ D 
.. . ~ D 

BAA Schedule A (Form 990 or 990-EZ) 2016 
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Part llli. ·i Support Schedule for Organizations Described in Section 509(a)(2) 
(Complete only if you checked the box on line 10 of Part I or if the organization failed to qualify under Part II. If the organization 
falls to qualify under the tests listed below, please complete Part II.) 

Section A Public Support 
Calendar year (or fiscal year beginning in) ~ (a) 2012 (b) 2013 (c) 2014 (d) 2015 (e) 2016 (f) Total 

1 Gifts, grants, contributions, 
and membership fees 
received. (Do not Include 
any 'unusual grants.') . • . . . . 

2 Gross receipts from admissions, 
merchandise sold or services 
performed, or facUlties 
furnished in any activity that Is 
related to the organization's 
tax-exempt purpose . . • • . 

3 Gross receipts from activities 
that are not an unrelated trade 
or business under section 513 

4 Tax revenues levied for the 
or~anization's benefit and 
elt er paid to or expended on 
its behalf •...••..•.. 

5 The value of services or 
facilities furnished by a 
governmental uni! to the 
organization without charge .• 

6 Total. Add lines 11hrough 5 • 
7a Amounts Included on lines 1, 

2, and 3 received from 
disqualified persons ...... 

b Amounts included on lines 2 
and 3 received from other than 
disqualified persons that 
exceed the greater of $5,000 or 
1% of the amount on line 13 
for the year. • . • • • . • • • . 

c Add llnes 7a and 7b ..... 
a Public support. (Subtract line 

7c from line 6.) •........ 

Section B. Total Support 
Calendar year (or fiscal year beginning In) t-- (a) 2012 (b) 2013 (c) 2014 (d) 2015 (o) 2016 (f) Total 

9 Amounts from line 6 ...... 
1 ~ Gross income from interest, dividends, 

payments received on securities loans. 
rents, royalties and income from 
similar sources • • • . • • • • .. 

b Unrelated business taxable 
income (less section 511 
taxes) from businesses 
acquired after June 30, 1975 . 

c Add lines 10a and 10b ••.• 
11 Net income from unrelated business 

activities not included In line 10b, 
whether or not the business is 
regularly carried on • • • • • • • 

12 Other income. Do not include 
gain or loss from the sale of 
capital assets (Explain in 
Part VI.) ........... 

13 Total support. (Add lines 9. 
10c, 11, and 12.) •••.•.. 

14 First five years. Jf the Form 990 Is for the organization's first, second, third, fourth, or fifth tax year as a section 501 (c)(3) 
.~ n orQanization, check this box and stop hero ..•...•..•.•....••.•.•.•.••••••..• , , , , •• . . . . . ... 

Section C. Comoutation of Public Suooort Percentaae 
15 Public support percentage for 2016 (line 8, column (f) divided by line 13, column (f)) .. . . -1 15 I % 
16 Public support percentage from 2015 Schedule A, Part Ill, line 15. ......... . . . . . -I 16 % 

Sectton D. Computation of Investment Income Percentage 
17 Investment Income percentage for 2016 (line 10c, column (f) divided by line 13, column (f)). . . . . . . • . . . . . . % 
18 Investment Income percentage from 2015 Schedule A, Part Jll, line 17 . • • . . • • • . . . • . . . . . • . . . . • . % 
19il 33-1/3% support tests-2016. If the organization did not check the box on line 14, and tine 15 is more than 33~1/3%, and line 17 

is not more than 33-1/3%, check this box and stop here. The organization qualifies as a publicly supported organization • • . • • • • ,.. 0 
b 33-1/3% support tosts-2015. If the organization did not check a box on line 14 or line 19a, and line 16 is more than 33-1/3%, and 

line 16 is not more than 33·1/3%, check this box and stop here. The organization qualifies as a publlc!y supported organization •...• , • 
20 Private foundation. If the organization did not check a box on line 14, 19a, or 1 9b, check this box and see instructions ••.••.••••• ,.. 

BAA TEEA0403 09128/16 Schedule A (Form 990 or 990·EZ) 2016 
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Part IV• · Supporting Organizations 
(Complete only if you checked a box in line 12 on Part I. If you checked 12a of Part I, complete Sections 
A and B. If you checked 12b of Part I, complete Sections A and C. If you checked 12c of Part I, complete 
Sections A, D, and E. If you checked 12d of Part I, complete Sections A and D, and complete Part V.) 

Section A All Supporting Organizations 
Yes 

1 

No 

I Are all of the organization's supported organizations listed by name In the organization's governing documents? 
If 'No,' describe in Part VI how the supported organizations are designated. If designated by class or purpose, describe ---- __ j 

the designation. If historic and continuing relationship, explain. 1 

2 Did the organization have any supported organization that does not have an IRS determination of status under section . · . 
LJ 509(a)(1} or (2)? If 'Yes,' explain In Part VI how the organization determined that the supported organization was ' 

described in section 509(a)(1) or(2). 2 

3a Did the organization have a supported organization described In section 501(c)(4), (5), or (6)? If 'Yes,' answer (b) -- --
__ I 

and (c) below. 3a 

b Did the organization confirm that each supported organization qualified under section 501 (c)(4), (5), or (6) and .· ! 
satisfied the public support tests under section 509(8}(2)? If 'Yes,' describe In Part VI when and how the organization -·--· "__'. _ _j 

made the determination. 3b 

c Did the or~anizaUon ensure that all support to such organizations was used exclusively for section 170(c)(2)(B) -- ··-- i_____j 
purposes If 'Yes,' explain in Part VI what controls the organization put In place to ensure such use. 3c 

' 4a Was anx supported organization not organized In the United States ('foreign supported organization')? If 'Yes' and -- ' --- -·····...1 
if you c ecked 12a or 12b In Part I, answer (b) and (c) below. 4a 

i 
b Did the organization have ultimate control and discretion In deciding whether to make grants to the foreign supported ' 

organization? If 'Yes,' describe in Part VI how the organization had such control and discretion despite being controlled -·-- ~·-
__ : 

or supeNised by or in connection with its supported organizations. 4b 

c Did !he organization support any foreign supported organization that does not have an IRS determination under I 
I 

sections 501(ch(3) and 509(a)(1) or (2)? If 'Yes,' explain in Part VI what controls the organization used to ensure that ---- --·-.l 
all support to t e foreign supporled organization was used exclusfvefy for sect/an 170(c)(2)(B) purposes. 4c 

5a Did the organlzatfon add, substitute, or remove any supported organizations during the tax year? /f'Yes,' answer (b) i 
i and (c) below (if applicable), Also, provide detail in Part VI, including (i) the names and EIN numbers of the supported ' organizations added, substituted, or removed; (ii) the reasons for each such action; (iii) the authority under the I 

organization's organizing document authorizing such action; and (iv) how the action was accomplished (such as by ---· --··· _ __J 

amendment to the organizing document). 5a 

b Type I or Typo II only. Was any added or substituted supported organization part of a class already designated fn the .. _., -- I __ ! 
organization's organizing document? 5b 

c Substitutions only. Was the substitution the result of an event beyond the organization's control? 5c 

6 Dfd the organization provide support (whether in the form of grants or the provision of seNices or facilities) to j 
anyone other than (I) Its supported organizations, (Ji) Individuals that are part of the charitable class benefited by one 
or more of its supported organizations, or (Hi) other supporting organizations that also support or benefit one or more of .. ·- ... _ .. ... ., ... 
the filing organization's supported organizations? If 'Yes,' provide detail in Part VI. 6 

7 Did the organization provide a grant, loan, compensation, or other similar payment to a substantial contributor 
-···-·.! (defined In section 4958(c)(3b(C)), a family member of a substantial contributor, or a 35% controlled entity with ,. __ ··----

regard to a substantial contri utor? If 'Yes,' complete Part I at Schedule L (Form 990 or 990·EZ). 7 

8 Did the organization make a loan to a disqualified person (as defined in section 4958) not described in line 7? lf'Yes,' ·--··--- -··-· .. --- ! 
complete Part I of Schedule L (Form 990 or 990·EZ). 8 

9a Was the organization controlled directly or indirectly at any lime during the tax year by one or more disqualified persons 
as defined in section 4946 (other than foundation managers and organizalfons described In section 509(a)(1) or (2))? ·-·-.. -····· .. ·--' 

If 'Yes,' provide detail in Part VJ. Sa 

b Old one or more disuualified persons (as defined in line Sa) hold a controlling interest in any entity !n which the ' -- ---- .... 
supporting organizat on had an Interest? If 'Yes,' provide detail in Part VI. 9b 

c Did a disqualified person (as defined in line 9a) have an ownership interest in, or derive any personal benefit from, ··-- .. ___ , .. 
·--· ·-

assets in which the supporting organization also had an interest? If 'Yes,' provide detail in Part VI. 9c 
' 1 Oa Was the organization subject to the excess business holdings rules of section 4943 because of section 4943(f) (regarding ' 

certain Tf£pe II supporting organizations, and all Type Ill non-functionally integrated supporting organizations)? /f'Yes,' ..... -.. ···-·-· - ~·-~ 

answer Ob below. 1lh 

b Did the organization have any excess business holdings in the tax year? (Use Schedule C, Fonn 4720, to determine ---···- ··-·· .. --
whether the organization had excess business holdings.) 1(1) 

BAA TEEA0404 09/28/1& Schedule A (Form 990 or 990-EZ) 2016 
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I Part IV·. I Supportin~ Organizations (continued) 

11 Has the organization accepted a gift or contribution from any of the following persons? 

a A person who direcUy or Indirectly controls, either alone or together with persons described In (b) and (c) below, the 
governing body of a supported organization? 

b A family member of a person described in (a) above? 

c A 35% controlled entity of a person described in (a) or {b) above? If 'Yes' to a, b, oro, provide detail in Part VI. 

Section B. TliPe I Supportmg Organizations 

Old the directors, trustees, or membership of one or more supported organizations have the power to regularly appoint 
or elect at least a majority of the organization's directors or trustees at all times during the tax year? If 'No,' describe In 
Part VI how the supported organizatfon(s) effectively operated, supervised, or controlled the organization's activities. 
If the organizatfon had more than one supported organization, describe how the powers to appoint and/or remove 
directors or trustees were allocated among the supported organizations and what conditions or restrictions, If any, 
applfed to such powers during the tax year. 

2 Did the organization operate for the benefit of any supported organization other than the supported organrzation(s) 
that operated, supervised, or controlled the supporting organization? If 'Yes,' explain in Part VI how providing such 
benefit carried out the purposes of the supported organlzation(s) that operated, supervised, or controlled the 
supporting organization. 

Section C Type II Supporting Organizations 

1 Were a majority of the organization's directors or trustees during the tax year also a majority of the directors or trustees 
of each of the organization's supported organfzation(s)? If 'No,' describe in Part Vf how control or management of the 
supporting organization was vested in the same persons that controlled or managed the succorted organization(s). 

Section D All Type Ill Supporting Organizations 

1 Did the organization provide to each of Its supported organizations, by the last day of the fifth month of the 
organization's tax year, (I) a written notice describing the type and amount of support provided during the prior tax 
year, (ii) a copy of the Form 990 that was most recently filed as of the date of notification, and (iii) copies of the 
organization's governing documents In effect on the date of nollfication, to the extent not previously provided? 

2 Were any of the or~anizatlon's officers, directors, or trustees el!her (i) appointed or elected by the supported 
organlzation(s) or (II) servl~ on the governing, body of a supported organization? If 'No,' explain in Part VI how 
the organization maintaine a close and con nuous working relationship with the supported organfzation(s). 

3 By reason of the relationship described In (2), did the organization's suprorted organizations have a significant 
voice in the organization's investment policies and In directing the use o the organization's income or assets at 
atl times during the tax year? If 'Yes,' describe In Part VI the role the organization's supported organizations played 
in this regard. 

Sect1on E. Type Ill Functionally Integrated Supportmg Orgamzat1ons 

1 Check the box next to the method that the organization used to satisfy the Integral Part Test during the year (see instructions). 

a 0 The organization satisfied the Activltles Test. Complete line 2 below. 

b 0 The organization Is the parent of each of Its supported organlzaUons. Complete line 3 be/ow. 

Yos No 
I 

---- ___j 
11a 

11b 

11c 

Yosl No 

'.l:;z )[<'1 
· ~~: '~l ! .: ·)• ~:~.: . I 

--·---~ 

Yes No 

' ' ---- --· 1 

Yes No 

__ j .. 
-··-

1 

i 
I --- -- __ ,, 

2 
' 
I 

--- -- ___ .J 
3 

c 0 The organization supported a governmental entity. Describe in Part VI how you supported a government entity (see instructions). 

2 AcliviHes Test. Answer (a) and (b) below. Yes No 

a Did substanlialfy aU of the organization's activities during the tax year directly further the exempt purposes of the i 
' supported organization(s) to which the organizatfon was responsive? If 'Yes,' then in Part VI identify those supported i 

organizations and explain how these activities directly furthered their exempt purposes, how the organization was ! 
responsive to those supported organizations, and how the organization determined that these activities constituted ""--" --- ___ , 
substantially all of its actfvities. 2a 

; 
b Did the activities described in (a) constitute activities that, but for the organization's involvement, one or more of 

I the organization's supported or~anization(s) would have been engaged in? /f'Yes,' explain in Part VI the reasons for 
the organization's poSition that ts supported organization(s) would have engaged in these activities but for the "_ .. , ... --·- --·J 
organization's involvement. 2b 

i 
3 Parent of Supported Organizations. Answer (a) and (b) below. i 

' a Old the organization have the power to regular~ appoint or elect a majority of the officers, directors, or trustees of -··-- ·-- ----~ 

each of the supported organizations? Provide etails in Part VI. 3a 
I 

b Did the organization exercise a substantial degree of direction over the polfcies, programs, and activities of each of Its ····- ----- -··----1 
supported organizations? If 'Yes,' describe in Part Vf the role played by the organization in this regard. 3b 

BAA TEEA0405 D912Sf16 Schedule A (Form 990 or 990·EZ) 2016 
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0 Check here If the organization satisfied the lnteQral Part Test as a qualifying trust on Nov. 20, 1970 (explain in Part VI). See 
instructions All other Type Jll non-functionally mtegrated supporting organizations must complete Sections A through E 

Section A- Adjusted Net Income (A) Prior Year (B) Current Year 
{optional) 

1 Net short-term capital gain 1 

2 Recoveries of prior-year distributions 2 

3 Other gross income (see Instructions) 3 

4 Add lines 1 throuQh 3. 4 

5 Depreciation and depletion 5 

6 Portion of operating expenses paid or incurred for production or collection of gross 
income or for management, conservation, or maintenance of property held for 
production of income (see instructions) 6 

7 Other expenses (see instructions) 7 

a Adjusted Net Income (subtract lines 5, 6, and 7 from line 4). a 

Section B -Minimum Asset Amount (A) Prior Year (B) Current Year 
(optional) 

1 Aggregate fair market value of all non-exempt-use assets (see instructions for short 
tax year or assets held for part of year): - . .•. -· . -- -

a Average monthly value of securities 1a 

b Average monthly cash balances 1 b 

c Fair market value of other non-exempt-use assets 1c 

d Total (add lines 1a, 1b, and 1c) 1 d 

e Discount claimed for blockage or other 
factors (explain In detail in Part VI): 

2 Acquisition indebtedness appllcable to non-exempt-use assets 2 

3 Subtract line 2 from line 1 d. 3 

4 Cash deemed held for exempt use. Enter 1-1/2% of Hne 3 (for greater amount, 
see Instructions). 4 

5 Net value of non-exempt-use assets (subtract line 4 from line 3) 5 

6 Mulllply line 5 by .035. 6 

7 Recoveries of prior-year distributions 7 

a Minimum Asset Amount (add line 7 to line 6) 8 

Section C - Distributable Amount i Current Year 

1 Adjusted net Income for prior year (from Section A, l!ne 8, Column A) 1 

2 Enter 85% of line 1. 2 'I 
3 Minimum asset amount for prior vear (from Section 8, line 8, Column A) 3 ' i 
4 Enter greater of line 2 or line 3. 4 . i 

' 
5 Income tax Imposed In prtor year 5 i 
6 Distributable Amount. Subtract line 5 from line 4, unless subject to emergency 

:I temporary reduction (see instructions). 6 

7 U gheck here if the current year is the organization's first as a non-functionally integrated Type HI supporting organization 
see Instructions). 

! 
_j 

I 
I 

BAA Schedule A (Form 990 or 990-EZ) 2016 
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I Parfv,;, I Tvoe Ill Non-Functionallv lntearated 509(a)(3l Suooortina Oraanizations (continued} 
Section D - Distributions Current Year 

1 Amounts paid to supported organizations to accomplish exempt purposes 

2 Amounts paid to perfonn activity that directly furthers exempt purposes of supported organizations, 
in excess of income from activity 

3 Administrative expenses paid to accomplish exempt purposes of supported organizations 
4 Amounts paid to acquire exempt-use assets 
5 Qualifled set-aside amounts (prior IRS approval required) 
6 Other distributions (describe In Part VI). See instructions. 
1 Total annual distributions. Add lines 1 through 6. 

8 Distributions to attentive supported organizations to which the organization is responsive (provide detafls 
In Part VI). See instructions. 

9 Distributable amount for 2016 from SecUon C, line 6 

10 Line 8 amount divided by Line 9 amount 
(I) (II) (ill) 

Section E - Distribution Allocations (see instructions) Excess Underdistrlbutions Distributable 
Distributions Pre-2016 Amount for 2016 

1 Distributable amount far 2016 from Section C, line 6 . : ;; :\ >!·!, ', :r): ... 

2 Underdistributions, if any, for years prior to 2016 (reasonable : ··~:.··:·~~ ..... ·.: i~~~~i:~~·.:.·{: 
.. i 

cause required - explain In Part VI). See instructions. 
;. 'I ... ... : ' 

3 Excess distributions carryover, if any, to 2016: i ,:J;· '.T·:·; :;\i;JV~'!J#~:f:.•; -1 .'- ., 
. ~\.· .· . t.':."' ' 

al . ~~l:·t · . .-... :::·i·.:'.:~r:;.).s-··";: ,' :,.';.' .·. ' .. .. /,. : :,,;!; ... ·····; ,,, ·'· '. 
b! . : ·. . . .•. ,,,; ......... ...... ;·:., . . :I ~·~··· ' , . 
c From 2013 • 

.• .. -., .. , ... .. > 
,. , . •. ·,q . ' - .. .' '\,' ": 

,,.~,... .. I 

d From 2014 • '· .. , 
· .. .: ... ,.::: . '··· . . , .. I ... ' ; : ' 

\\ ., ' ·.: '• 
. , , ... ·.· 

j o From 2015 • ... •. - *"-~'· -- -~ --- . 
f Total of tines 3a through e . , ·'. . ' -- " -- -- -' 
g Applied to underdlstrlbulions of prior years 

.,- ... 
j '" --~· 

... -----
h Applied to 2016 distributable amount - - ·~ .;ij·~: - -- .. '· 
i Carrvover from 2011 not applied (see instructions) . ~:·~:'··'~t<:!'. ''" 'I;'· ! ' --
j Remainder. Subtract lines 3g, 3h, and 31 from 3f. ' ' ! 

4 Distributions for 2016 from Section D, 
; 

' ; 
line 7: $ ' ' a Applied to underdlstrlbutlons of prior years ! 

b Applied to 2016 distributable amount ' 

c Remainder. Subtract lines 4a and 4b from 4. ! 
5 Remaining underdlstrfbutfons for years prlor to 2016, If any. I 

' Subtract fines 3g and 4a from line 2. For result greater than - ' zero, explain in Part VI. See instructions. ' . 
6 Remaining underdlstributions for 2016. Subtract lines 3h and 4b 

from line 1. For result greater than zero, explain in Part VI. See 
instructions. 

7 Excess distributions carryover to 2017. Add lines 3j and 4c. ; 

8 Breakdown of line 7: 
a[ j 

b Excess from 2013 . ' ' I 
c Excess from 2014 '. ' 
d Excess from 2015 ' 

o Excess from 2016 .. -- . - .. -- ---- - --- ------- ·- ' 
BAA Schedule A (Form 990 or 990-EZ) 2016 
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L!...:=-:'-'--'1' SuJlplem.ental Information. Provide the explanations required by Part!~ line ]0; Part II, line 17a or 17br·Part Ill,_ line 14; Part IV, 
SecliOn A, lines 1, 2, 3b, 3c, 4b, 4c, Sa, 6, 9a, 9b, 9c, lla, 11b, and 11c, Part lv, Sectton B, ltnes 1 and 2; Part V, Sectton C, line 1; 
Part IV, Section D, lines 2 and 3; Part IV, Section E, lines 1c, 2a, 2b, 3a, and 3b; Part V, line 1; Part V, Section B, line 1e; Part V, 
Section D, lines 5, 6, and 8; and Part V, Section E, lines 2, 5, and 6. Also complete this part for any additional information. 
(See instructions.) 

Pt II Ln 10 Other Income Part IIr Line 10 Description: Reimbursement Income 2012: 0. 
2013, 19689. 2014' 8173. 2015' 14304. Description' Mise Income 2012, 
29985. 2013, 2227. 2014, 2341. 2016: 1385. 

BAA TEEA0408 09128116 Schedule A (Form 990 or 990-EZ) 2016 



Schedule B 
(Form 9901 990~EZ, 
or 990-PF) 

OMB No.1545-0C47 

Departmant of tho Treasury 
lntama! Rc!Vonuo Sorvico 

Schedule of Contributors 
~ Attach to Form 990, Form 990-EZ, or Form 990~PF. 

~ Information about Schedule B (Form 990, 990·EZ, 990·PF) and Its Instructions Is at www.lrs.gov/form990. 

2016 
Name orthe org;ml:atlon Employer ldentlncaUon number 

Front Ste s Inc 
Organization type (check one): 

Fllors of: 

Form 990 or 990-EZ 

Form 990-PF 

Section: 

~ 501(c)( 3 ) (enter number) organization 

D 4947(a)(1) nonexempt charitable trust not treated as a private foundation 

0 527 political organization 

0 501(c)(3) exempt private foundation 

D 4947(a)(1) nonexempt charitable trust treated as a private foundation 

0 501(c)(3) taxable private foundation 

Check if your organization is covered by the General Rule or a Special Rule. 

Note. Only a section 501(c)(7), (8), or (1 0) organization can check boxes for both the General Rule and a Special Rule. See instructions. 

General Rule 
0For an organization filing Form 990, 990-EZ, or 990-PF that received, during the year, contributions totaling $5,000 or more (in money or 

property) from any one contributor. Complete Parts I and II. See instructions for determining a contributor's total contributions. 

Special Rules 

(KIF or an organization described in section 501 (c)(3) filing Form 990 or 990·EZ that met the 33·1/3% support test of the regulations 
under sections 509(a)(1) and 170(b)(1/(A)(vi), that checked Schedule A (Form 990 or 990-EZ), Part II, line 13, 16a, or 16b, and that 
received from any one contributor, dur ng the year, total contributions of the greater of (1) $5,000 or (2) 2% of the amount on (i) 
Form 990, Part VIII, line 1h, or (ii) Form 990-EZ, line 1. Complete Parts I and II. 

OF or an organization described in section 501 (c)(7), (8), or (10) filing Form 990 or 99D·EZ that received from any one contributor, 
during the year, total contributions of more than $1,000 exclusively for religious, charitable, scientific, literary, or educational 
purposes, or for the prevention of cruelty to children or animals. Complete Parts I, II, and Ill. 

0For an organization described In section 501(c)(7), (8), or (10) filing Form 990 or 990-EZ that received from any one contributor, 
during the year, contributions exclusively for religious, charitable, etc., purposes, but no such contributions totaled more than 
$1,000. If this box is checked, enter here the total contributions that were received during the year far an exclusively religious, 
charitable, etc., purpose. Don't complete any of the parts unless the General Rule applies to this organization because 
it received nanexctusfvefy religious, charltab!e, etc., contributions totaling $5,000 or more during the year •••••• ~ $--------

Caution. An organization that Isn't covered by the General Rule and/or the Special Rules doesn't file Schedule B (Form 990, 990-EZ, or 
990-PF), but it must answer 'No' on Part IV, lme 2, of its Form 990; or check the box on line H of Its Form 990-EZ or on its Form 99D·PF, 
Part I, line 2, to certify that It doesn't meet the filtng requirements of Schedule B {Form 990, 990-EZ, or 990-PF). 

BAA For Paperwork ReducUon Act Notfce, see the Instructions for Form 990, 990·EZ, or990·PF. Schedule B (Form 990, 990-EZ, or 990-PF) (2016) 

TEEA0701 Oe/09116 

I ~1 



Schedule B (Form 990, 990-EZ, or 990-PF) (2016) Page 1 of 1 ofPartl 
Name of organization Employll!r !dentlfJcat!on number 

Front Ste s Inc 

I Part I I Contributors (see instructions) Use duplicate copies of Part I If additional space is needed 

(a) 
Number 

(b) 
Name, address, and ZIP+ 4 

(c) 
Total 

contributions 

(d) 
Type of contribution 

L_ ~~~-9[~~~t~g ___________________________ Person [!5] 
Payroll 0 

3Qh~~~~g~~E~~------------------------- $---- _4j)J; L5jlJ; ~ Noncash 0 
AE~t~g---------------------Y~-2~7~l _____ 

(Complete Part II for 
noncash contributions.) 

(a) (b) (c) (d) 
Number Name, address, and ZIP + 4 Total Type of contribution 

contributions 

_L_ u.!. .§_ ._ QC2.P_a!~tn~!!~ .9! _H_p~~i_!lg _ a_!l§ _ U_Fl?<!n_ Q~v~J:QP.!!t~llt __ Person [!5] 
Payroll 0 

4§hJ~h~~~e~~~~------------------------- $ _____ 3_7_l,L7JJJ;~ Noncash 0 
w~~h~gat2g __________________ pf_~~~Q _____ (Complete Part II for 

noncash contributions.) 

(a) (b) (c) (d) 
Number Name, address, and ZIP+ 4 Total Type of contribution 

contributions 

;L_ Ones tar Person [!5] 
F------------------------------------- Payroll 0 
9.Q~l- ~C2.U.P!:'!i.P_I~.i.9S'=. .Pr:b.v_e ___________________ $ _____ 351]'-2~.§.:.. Noncash 0 
Austin TX 78750 
~~------------------------------------

(Complete Part II for 
noncash contributions.) 

(a) 
Number 

(b) 
Name, address, and ZIP+ 4 

(c) 
Total 

contributions 

(d) 
Type of contribution 

L- .9".!. ~-- .Q~_aEtm~!!t .9! _v~~~.FJI.!:_A.J!~ . .i..F.§ ____________ Person [!5] 
Payroll 0 

S.*Q. Y§.~ID.EBtJl.~~lfN __________ ---- ______ ----$-- _], ~1~1 ~4.91 ~ Noncash 0 
w~~h~gat2g __________________ pf_~~~Q _____ (Complete Part II for 

noncash contributions.) 

(a) (b) (c) (d) 
Number Name, address, and ZIP+ 4 Total Type of contribution 

contributions 

.:;__ T~~~ _l2_e_p~;:_t..rn~!lt_ .Q:[ J:!.Q\d.SJ-!!ifi -~c:! _C.Ql!!_fl!..U!!.t_ t_y _ ~~~~r_E; _ 
Person [!5] 
Payroll 0 

PQY2~~~2!~---------------------------- $ _____ 1jlJ; L9_7.§ ~ Noncash 0 
A~~t~g---------------------Y~-2~7~1 _____ 

(Complete Part II for 
noncash contributions.) 

(a) (b) (c) (d) 
Number Name, address, and ZIP+ 4 Total Type of contribution 

contributions 

.§__ ~~£c~li~~~e~h~2!!~~g~e~~~oE ________________ Person [!5] 
Payroll 0 

PQ~2~-~2------------------------------ $---- _25Jl LO.§ii ~ Noncash 0 
BEi~~~--------------------~~-i~~§ _____ 

(Complete Part II for 
noncash contributions.) 

BAA TEEA0702 08109!16 Schedule B (Form 990, 990·EZ, or 990-PF) (2tl16) 



SCHEDULED 
(Form 990) 

Supplemental Financial Statements 
~ Complete If the organization answered 'Yes' on Form 99(), 

Part IV, line 6, 7,8, 9, 10, 11a,11b,11c, 11d, 11e,11f,12a, or12b. 
~Attach to Form 990. 

2016 
~ Information about ScheduleD (Form 990) and Its Instructions Is at wvm.irs.gov/form990. 

Front 

Total number at end of year ...•.• 
2 Aggregate value or contributions to (during year) 
3 Aggregate value of grants from (during year} • • 
4 Aggregate value at end of year •••.• 

5 Did the organization inform all donors and donor advisors in writing that the assets held in donor advised funds 
are the organization's property, subject to the organization's exclusive legal control? .••.••.••.•••. 

6 Did the organization Inform all grantees, donors, and donor advisors In writing that grant funds can be used only 
for charitable purposes and not for the benefit of the donor or donor advisor, or for any other purpose conferring 
impermissible private benefit? • • • • • • • • • • • • • • • • • • • • . • • • • • • . • • • • . • • . • • • . • • 

Part II. Conservation Easements. 
Complete if the organization answered 'Yes' on Form 990, Part IV, line 7. 

Purpose(s) of conservation easements held by the organization (check all that apply). 

. DYes 

§Preservation of land for public use (e.g., recreation or education) a Preservation of a historically Important land area 
Protection of natural habitat Preservation of a certified historic structure 
Preservation of open space 

2 Complete lines 2a through 2d if the organization held a qualified conservation contribution ln the form of a conservation easement on the 
last day of the tax year. 

No 

' Held at the End of the Tax Year 
a Total number of conservation easements ......•.........•..•• 
b Total acreage restricted by conservation easements ......•••••.••• 
c Number of conservation easements on a certified historic structure included in (a) 

d Number of conservation easements included in (c) acquired after 8/17/06, and not on a historic 
structure listed In the National Register ••.•••..•••..•••••••••••••••••• 

2a 

2b 

2c 

2d 

3 Number of conservation easements modlfled, transferred, released, extinguished, or terminated by the organization during the 
tax year~ 

4 Number of states where property subject to conservation easement Is located ~ 

5 Does the organization have a Written policy regarding the periodic monitoring, lnspecUon, handling of violations, 
and enforcement of the conservation easements It holds? •.••••••••••.••••.••••••••••••• DYes 0 No 

6 Staff and volunteer hours devoted to monitoring, inspecting, handling of violations, and enforcing conservation easements during the year 

7 Amount of expenses incurred In monitoring, inspecting, handling of violations, and enforcing conservation easements during the year 
•$ ------

8 Does each conservation easement reported on l!ne 2(d) above satisfy the requirements of section 170(h)(4)(B)(I} O 
and section 170(h)(4)(B)(ii)? • . • . . • • • . • • • • • • • • • • . . . • . . • • . . • . • • . • . . . • . . • • • • • Yes 

9 In Part XIII, describe how the organization reports conservation easements In its revenue and expense statement, and balance sheet, and 
include, if applicable, the text of the footnote to the organization's financial statements that describes the organization's accounting for 
conservation easements. 

!Part 111 I Organizations Maintaining Collections of Art, Historical Treasures, or Other Similar Assets. 
Complete if lhe organization answered 'Yes' on Form 990, Part IV, line 8. 

1 a If the organization elected, as permitted under SFAS 116 (ASC 958), not to report in Its revenue statement and balance sheet works of 
art, historical treasures, or other similar assets held for public exhibition, education, or research in furtherance of public service. provide, 
in Part XIII, the text of the footnote to Its financial statements that describes these Items. 

b If the organization elected, as permitted under SFAS 116 {ASC 958), to report in Its revenue statement and balance sheet works of art, 
historical treasures, or other similar assets held for public exhibition, education, or research In furtherance of public service, provide the 
following amounts relating to these items: 
{i) Revenue included on Form 990, Part Vlll, line 1 • • • • • • • . . . . . . • • • . • • • . . . • • • • • • . • • ..,. $ _______ _ 
{ii) Assets Included In Form 990, Part X ••••.••....•.•.....••.•..••.••.••••... ..,. $-::--:-------

2 If the organization received or held works of art, historical treasures, or other similar assets for financial gain, provide the following 
amounts required to be reported under SFAS 116 (ASC 958) relating to these items: 

a Revenue included on Form 990, Part VIII, line 1 . • • • • . . • • • • • • • . • • • • • • • • • • . • • $ _______ _ 
bAssets included in Form 990, Part X • . • • • . • • • • . • . . • • • . • • . . • . • • . • . • • . .,... $ 

BAA For Paperwork Reduction Act Notice, see the Instructions for Fonn 990. TEEA3301 08115118 Schedule D (Form 990) 2016 



Page 2 

Historical Treasures or Other Similar Assets continued 

3 Using the organization's acquisition, accession, and other records, check any of the following that are a significant use of its collectlon 
Items (check all that apply): 

a §Public exhibition d B Loan or exchange programs 

b Scholarly research e Other -----------------------
c Preservation for future generations 

4 Provide a description of the organization's collections and explain how they further the organization's exempt purpose in 
Part XIII. 

5 During the year, did the organization solicit or receive donations of art, historical treasures, or other similar assets 
to be sold to raise funds rather than to be maintained as part of the organization's collection?. . . • • • . . • • • Yes No 

Part IV i Escrow and ustodial Arrangements. Complete if the organization answered 'Yes' on Form 990, Part IV. 
line 9, or reported an amount on Form 990, Part X, line 21. 

1 a Is the organization an agent, trustee, custodian or other intermediary for contributions or other assets not Included 
on Form 990, Part X? ••••.•••••••••••••••••••••.•...•••••••••••••••••••• Oves 

b If 'Yes,' explain the arrangement In Part XIII and complete the following table: 

c Beginning balance ••••• 
d Additions during the year • . 
e Distributions during the year 
f Ending balance •••.•.•••••.••••••••••.•••.•.•••••••.• 

2 a Did the organization include an amount on Form 990, Part X, line 21, for escrow or custodial account 
b If 'Yes,' explain the arrangement in Part XIII. Check here if the explanation has been provided on Part 

Amount 
1c 

1d 
1o 

1f 

liability? -UYes 
XIII .. . ..... 

IPartV ' Endowment Funds. Complete if the organization answered 'Yes' on Form 990, Part IV, line 10. 

• • uNo 

(a) Curren! vear (b) Prior vear (cl Two years back ldl Three vears back (e) Four years back 
1 a Beginning of year balance . • . 

b Contributions . • • • . . • • • . 

c Net Investment earnings, gains, 
and tosses ..••••••••• 

d Grants or scholarships ••••• 
o Other expenditures for facilities 

and programs ••••• . . 
f Administrative expenses 
g End of year balance .. 

2 Prov1de the esttmated percentage of the current year end balance (line 1 g, column (a)) held as. 
a Board designated or quasi-endowment ,... 

b Permanent endowment ._ 

,, 
--,~----

c Temporarily restricted endow"m"'e::n71::~:--- % 

The percentages on lines 2a, 2b, and 2c should equal100%. 

3 a Are there endowment funds not in the possession of the organization that are held and administered for the 
organization by: 
(I) unrelated organizations •••.••..••.••......••••.••.... 

(II) related organizations .•••••••.•.•••. , .••.••.....•...• 

b If 'Yes' on line 3a(ii), are the related organizations listed as required on Schedule R? .• 
4 Describe in Part XIII the Intended uses of the organization's endowment funds. 

IPart VI ·I Land, Buildings, and Equipment. 

Yes No 

• 3a(l) 

• 3a(ll) 

3b 

Complete if the organization answered Yes' on Form 990, Part IV, line 11a. See Form 990, Part X, line 10. 
Description of property a) Cost or other basis (bh Co~\~' other (c) Accumulated (d) Book value 

(investment) asls other) depreciation 
1aland. . . . . . . . . . . .. i 

b Buildings •••• . . . . . 
c Leasehold Improvements. 

d Equipment • • • . . . . . . . . . . . . . . . 683 718. 480 245. 203 473 • 
c Other •• . . . . .... . . . . . . . . . . . 

Total. Add lines 1a throuoh 1e. (Column (d) must equal Fonn990 Part X. column (B), line 10c.J ...••• .... ' . ... 203 473. 
BAA Schedule 0 (Form 990) 2016 
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P~e3 
P · · Vi' Investments - Other Securities. 

I 'f h . . d 'Y Complete 1 t e oraamzatJon answere es on F orm 990 p art v. me ee orm 9 art . me r 11b s F 90 P x r 12 
(a) Description of security or category {including name of security) (b) Book value (c) Method of valuation: Cost or end-of-year market value 

(1) Financial derivatives .••• . . . . . . ...... 
(2) Closely-held equity interests .. . . . . . . ..... 
(3) Olher -----------------------~l _____________________ 
~l _______________________ 
~1-----------------------Pl _______________________ 
~l ________________________ 

i~-------------------------
1~-------------------------~l __________________________ 
JIL_- ------------------------
Total. (Column (b) must equaf Form 990, Part X column (B) line 12.) • , ... ' 

<~ , __ ~ . .. 
lE'l!JiVIJI.Jinvestments Program Related. 

·Complete if the oraanization answered 'Yes' on Form 990, Part IV, line 11c. See Form 990, Part X, line 13. 
(a) Description of investment (b) Book value (c) Method of valuation: Cost or end~of-year market value 

(1) 

(2) 
(3) 
(4) 

(5) 

(6) 
{7) 

(8) 

(9) 
{10) 

Tolal._{9olumn lbl musr enua/ Form 990 PIJrt X column 18) line 13.1 . • ..,. 
I Part IX I Other Assets. 

·~· ' ' ""' . Com Jete If the or amzat1on answered Yes on Form 990, Part IV, I me 11 d. See Form 990, Part X, line 15. 
a Descri Uon b Book value 

1) 

2 

(3 
{4) 
5 
6 
7 

(8) 

(9) 

(10) 

Total. (Column (b) must equal Form 990, Part X, column (B) fine 15.) 

Part Other Liabilities. 
C I lh . omp1ete 1 t e oraamzation answere d 'Y • es on F orm 990 p ' art IV I' ' Jne 11 

(a) Description of liability (b Book value 

{1) Federal Income taxes 
(2) 
(3) 

(4) 

(5) 

6 
f1) 

(8) 

9 
(10) 

{11) 

Total. (Column (b) must eaual form 990, Pan X, column (B) line 25.) • • • .. 

............. 

1 f s e or 1. F ee orm 990PrtXI' 25 a , 1ne 

... .. I • •• 2.llab!11ty for uncertaln tax. poSJI!ons. In Part XII!, prov1de the text of the footnote to the orgamzauon s financial statements that reports the orgamzat!on s llablltty for uncertain 
tax posillons under FIN 48 {ASC 740). Check here if the text of the footnote has been provided in Part XIII. • • • • • • • • • • • • • • • • • • • • . . • . • . • . • • D 
BAA TEEA3303 oa/15/16 ScheduleD (Form 990) 2016 
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ScheduleD(Form990)2016 Front Ste s Inc Page 4 

Part XV Reconciliation of Revenue per Audited Financial Statements With Revenue per Return. 
Complete if the organization answered 'Yes' on Fonm 990, Part IV line 12a. ' 

1 Total revenue, gains, and other support per audited financial statements • 1 I 7,138,864. 
2 Amounts Included on line 1 but not on Form 990, Part VIII, line 12: :,, :·.il 

a Net unrealized gains (losses) on Investments. .. 

I ~~I ,':,(1 
b Donated services and use of facilities • .. 1;!~·1\~ 

c Recoveries of prJ or year grants . ~ d Other (Describe in Part XIII.) . . . 

o Add Jines 2a through 2d . . .. . . 2e 

3 Subtract line 2e from line 1 • . . . . 3 7,138,864 . 
4 Amounts included on Form 990, Part VIII, line 12, but not on line 1: 

I 4al 

, . I r:;,·' 
a Investment expenses not included on Form 990, Part VIII, line 7b. ,<i ' l 
bOther (Describe in Part XIII.) .. 4b -22,535. __j 

c Add lines 4a and 4b . . 4c -22,535 . 
5 Total revenue. Add lines 3 and 4c. (This must equal Form 990, Part J, line 12.) • . . 5 7' 116' 329 . 

I Part XII' I Reconciliation of Expenses per Audited Financial Statements With Expenses per Return. 
' Complete If the orgamzat1on answered 'Yes on Form 990, Part IV line 12a. 

' 
1 Total expenses and losses per audited financial statements. .. 1 6,982,242. 
2 Amounts included on line 1 but not on Form 990, Part IX, llne 25: ' 

a Donated services and use of fac11itles. 
. i. I .. .. 2a ., 

i 
b Prior year adjustments .. 2b 

. I c Other losses • .. . . 2c 
d Other (Describe In Part XIII.) 2d 22.535. ' 
o Add lines 2a through 2d .. 2e 22 535. 

3 Subtract line 2e from line 1 • .. 3 6 959 707. 
4 Amounts included on Form 990, Part IX, line 25, but not on line 1: 

I ::1 i a Investment expenses not included on Form 990, Part VIII, line 7b. . . 
b Olher (Describe In Part XIII.) .. ! 
c Add lines 4a and 4b 4c 

5 Total expenses. Add lines 3 and 4c. (This must equal Form 990, Part f, fine 18,} .. 5 6 959 707. 
I Part XIIII Supplemental Information. 
Provide the descriptions required for Part II, lines 3, 5, and 9; Part Ill, lines 1a and 4; Part IV, lines 1b and 2b; Part V, 
line 4; Part X, line 2; Part XI, l!nes 2d and 4b; and Part XII, lines 2d and 4b, Also complete this part to provide any additional information. 

Pt XI, Line 4b Special event expenses netted against revenue: $22,535. 

Pt XII1 Line 2d Special event expenses netted against revenue: $22,535. 

BAA Schedule D (Form 990) 2016 
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SCHEDULE G 
(Form 990 or 990-EZ) 

Dapmtmont of tho Treasury 
lmomar Rovonue Service 

Supplemental Information Regarding Fundraising or Gaming Activities 
Complete If the organization answered 'Yes' on Form 990, Part IV, line 17, 16, or 19, or if the 

organlzatfon entered more than $15,000 on Form 990-EZ, line Sa. 
~ Attach to Form 990 or Form 990·EZ. 

~ Information about Schedule G (Form 990 or990·EZ) and Its Instructions Is at www.lrs.gov/form990. 

OMB No.1545-0047 

2016 

Namo of tho organiz.all~n !Employer ldtn!lf!eauon number 

Front Steps Inc 
IP it I II Fundralslng Activities. Complete If the organization answered 'Yes' on Form 990, Part IV, line 17. 
• a . Form 990-EZ filers are not required to complete this part. 

1 Indicate whether the organization raised funds through any of the following activities. Check all that apply. 

a ~ Mail solicitations o §Solicitation of non-government grants 
b Internet and email solicitations f Solicitation of government grants 
c Phone solicitations g Special fund raising events 

d In-person solicitations 

2 a Did the organization have a written or oral agreement with any Individual (Including officers, directors, trustees, or key D D 
employees listed in Form 990, Part VII) or entity in connection with professional fundralsing services? • • • • • • • • • Yos No 

b If 'Yes,' list the 10 highest paid individuals or entille.s (fundraisers) pursuant to agreements under which the fund raiser Is to be 
compensated at least $5 000 by the organization ' 

{I) Name and address of individual (ill) Did fundraiser (iv) Gross receipts 
(v} Amount paid to (vi) Amount paid to 

(II) Activity (or retained by) 
or entity (fund raiser) have custody or control from activity fundraiser l~s(Wd in 

(or retained by) 
of contriOutions? column I organization 

Yes No 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

Total .. . . . . . . . . . . . . . . '' . . . . . . . . . . . ..... ~ 

3 List all states In wh1ch the organ1zatton IS registered or licensed to sollc1t contnbut1ons or has been notified It Is exempt from regiStratiOn 
or licensing. 

BAA For Paperwork Reduction Act Notice, see the Instructions for Form 990 or 990·EZ. Schedule G (Form 990 or 990·EZ)2016 
TEEA3701 09123/16 



ScheduleG(Form990or990-EZ)2016 Front Ste s Inc Page2 

Part II Fund raising Events. Complete if the organization answered 'Yes' on Form 990, Part IV, line 18, or reported 
more than $15,000 of fundraising event contributions and gross income on Fomn 990-EZ, lines 1 and 6b. 
List events with gross receipts greater than $5 000 

' 
(a) Event #1 (b) Event#2 (c) Other events ~d) Total events 

Luncheon add column (a) 
through column (c)) 

R (event type) {evantt~pe) (total number) 
E 
v 
E 

1 Gross receipts N ... 
u 

. . . . 39,218. 39,218. 
E 

2 Less: Contributions • 

3 Gross income (line 1 minus line 2). 39,218. 39,218. 

4 Cash prizes • • • -. 
5 Noncash prizes • 300. 300. 

D 
I 

6 RenUfacflity costs . 116. R 116. 
E 
c 
T 7 Food and beverages 
E 
X 8 Entertainment. . . • .. p 
E 
N 

9 Other direct expenses. 19,569. s .. 19,569. 
E 
s 

10 Direct expense summary. Add lines 4 through 9 in column (d) ••• . . . . . . . . . . . . . . . . . . . . . . . ~ 19,985 . 
11 Net income summary. Subtract line 10 from line 3, column (d) ..• . . . . . . . . . . . . . . . . . . . . . . . . ~ 19,233 . 

I Part III I Gaming. Complete if the o~ganization answered 'Yes' on Form 990, Part IV, line 19, or reported more than 
$15,000 on Form 990-EZ, line 6a. 

R 
(b) Pull tabs/instant (d) Total gaming 

E (a) Bingo bingo/progressive (c) Other gaming (add column (a) 
v bingo through column (c)) 
E 
N 
u 
E 

1 Gross revenue . . . . . . . ... 

2 Cash prizes • • .. . -. . .. ' . .. 
E 

0 X 
I p 3 Noncash prizes . ...... . . R E 
E N 
c s 
T E 4 RenUfacility costs • . . ..... . . . . s 

5 Other direct expenses. - .. . . . . . . 

H~·· % IH~es % IH~es % 
B Volunteer labor • .. . . . . . . . • No No No 

7 Direct expense summary. Add lines 2 through 6 in column (d) . . . . . .... . . . . . . . . . .. ~ 

8 Net gaming income summary. Subtract line 7 from llne 1, column {d) ............... . . . . . . . ~ 

9 Enter the state(s) in which the organization conducts gaming activities: 
a Is the organization licensed to conduct gaming activities In each of these states? ••.••••••••. , •...•...• 0 Yos 
b If 'No,' explain: 

1oa y.;;r; anYofiiie-or98nii~~;; 9amlOgll~OsBsreVOked;-sUsPendedOrtermiOated ciUrin9 the-ta>: Year?-.-:-:-:-::-.-.-. -:0 Ye'S- -[JN;;-
b If 'Yes,' explain: 

BAA TEEA3702 09/23!16 Schedule G (Form 990 or 990-EZ) 2016 
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Schedule G (Form 990 or 990-EZ) 2016 Front Ste s Inc 
11 Does the organization conduct gaming activities with nonmembers? 

12 Is the organization a grantor, beneficiary or trustee of a trust, or a member of a partnership or other entity formed to 
administer charitable gaming? • • • • • . • • . • • • • • • • • • • • • • • . . . • . . • . . • • . • • . • • . . • 

No 

--DYes 

13 Indicate the percentage of gaming activity conducted In: I I 
a The organization's facility . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . • • . . . . . . . . . . .l-713='•;:r-------i%'--
b An outside facility. . . • . • • • • • • . • • . • • • • . • • . • • • • . • . • • • . • • • • • • . • • • • • • • • • 13 b %' 

:-='--'----------''--
14 Enter the name and address of the person who prepares the organization's gaming/special events books and records: 

Name., 

Address ~ 

16a Does the organization have a contract with a third party from whom the organization receives gaming revenue? ••••••. Oves 
b If 'Yes,' enter the amount of gaming revenue received by the organization ~ $ ___________ and the amount 

of gaming revenue retained by the third party ~ $ __________ _ 
c If 'Yes,' enter name and address of the third party: 

Name~ ------------------------------------------------------------, 
I 

Address ~ 1 

16 Gaming managerlnformatron: 

Name~ 

Gaming manager compensation ~ $ __________ _ 

Description of services provided 

0 Director/officer 0Employee 0 Independent contractor 

17 Mandatory distributions 

a Is the organization required under state law to make charitable distributions from the gaming proceeds to retain the 
state gaming license? ---------------------------------DYes 0No 

b Enter the amount of distributions required under state law to be distributed to other exempt organizations or spent In the 
organization's own exempt activities during the tax year ~ $ 

I Part IV I Supplemental Information. Provide the explanations required by Part I, line 2b, columns (iii) and (v); 
and Part Ill, lines 9, 9b, 10b, 15b, 15c, 16, and 17b, as applicable. Also provide any additional 
information. See instructions 

BAA TEEA3703 09123116 Schedule G (Form 990 or 990-EZ) 2016 



SCHEDULEM Noncash Contributions OMB No. 1545·0047 

(Form 990) 
~ Complete if the organizations answered 'Yes' on Form 990, Part IV, lines 29 or 30 • 2016 
... Attach to Form 990. 

,. 0~~~\\9~~~!1~. I Oepar1ment of tho Treasury ... Information about Schedule M (Form 990) and Its Instructions is at www.irs.gov/form990. ! rntcmal Rovonuo Sorvlca ... O.,P.'! . . .· 
Nama of the organiztl!ion [ ~mployer ldenUflcaUon number 

Front Stens Inc  
I Part I !I Types of Property 

(a) (b) (c) (d) 
Check if Number of Noncash contributlon Method of determining 
applicable contributions or amounts reported noncash contribution amounts 

items contributed on Form 990, 
Part VIII, line 1g 

1 Art - Works of art . . .. . . . . 
2 Art - Historical treasures. 

3 Art- Fractional interests .. 

4 Books and publications • • • I 
Clothing and household goods X 

.. 
.i 5 .. Y. I 413 058. 

6 Cars and other vehicles .. 
7 Boats and planes. • • • • • . .. 
8 Intellectual property. . . . .. . . 
9 Securities - Publicly traded .. . ..... 

10 Securities - Closely held stock. ....... 
11 Securities- Partnership, LLC, or trust interests. 

12 Securities - Miscellaneous • . .... . . . . 
13 Qualified conservation contribution -

Historic structures .. . . . . . . . . . . . 
14 Qualified conservation contribution - Other. • 

15 Real estate- Residential. .. 
16 Real estate - Commercial • . 

17 Real estate - Other .. 
18 Collectibles • . . ... . . 
19 Food inventory •••• . . . . . . X 40 343 114 000 . 
20 Drugs and medical supplies .. 
21 Taxidermy •••• ..... . . 
22 Historical artifacts ..... . . 
23 Scientific specimens • . . .. 
24 Archeological artifacts .. . . . . 
25 Other .... 

L _______________ ) 
26 Other .... 

L _______________ ) 
27 Other .... (_- -------------- ) 

28 Other.,. ( ) 

29 Number of Forms 8283 received by the organization during the tax year for contributions for which the 
29 I organization completed Form 8283, Part IV, Donee Acknowledgement • . . . . ..... . ... . . . . . . 

Yes No 

30a During the year, did the organization receive by contribution any property reported in Part I, lines 1 through 28, that 
it must hold for at least three years from the date of the Initial contrlbutlan, and which Isn't required to be used ···~ .. -·---- ---~--

for exempt purposes for the entire holding period? ..... . . . . . . . . . . ...... . . . . ..... . . . . . . 30a X 
b If 'Yes,' describe the arrangement in Part II. ···-·· -- ·--- ·- +. 

31 Does the organization have a gift acceptance pollcy that requires the review of any nonstandard contributions?. ...... 31 X 

32a Does the organization hire or use third parties or related organizations to solicit, process, or sell 
noncash contributions? • • .. . . . . . . . . . . .. . .. . .......... . .. . . . . . . . . . .... 32a X 

b If 'Yes,' describe in Part II. 

33 If the organization didn't report an amount in column (c) for a type of property for which column (a) Is checked, 
describe in Part II. 

BAA For Paperwork Reduct1on Act Not1ce, see the ln~tructlons for Form 990. Schedule M (Form 990) (2016) 
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ScheduleM(Form990)(2016) Front Ste s Inc Page2 

art I' Supplemental Information. Provide the information required by Part I, lines 30b, 32b, and 33, and whether 
the organization is reporting in Part I, column (b), the number of contributions, the number of items 
received, or a combination of both. Also complete this part for any additional information. 
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SCHEDULEO 
(Form 990 or 990-EZ) 

Department or the Treasury 
!ntemal Revenue Service 
Name or the organization 

Front Stens Inc 

Pt VI, Line llb 

Pt VI, Line 12c 

Pt VI, Line 15a 

Pt VII Line 19 

Supplemental Information to Form 990 or 990-EZ 
Complete to provide information for responses to specific questions on 

Fonn 990 or 990-EZ or to provide any additional information • 

OMS No. 1545-0047 

2016 
.,. Attach to Form 990 or 990-EZ. 

.,. Information about Schedule o {Form 990 or 990·EZ} and its instructions is • .,qP.·j"1t~'P.~~tiC .. · 
at www.lrs.gov/form990. ::; .. lfl.~~~~lon:· 

1 Employerld~:ntlncatlon number 

The Form 990 will be reviewed by the Executive Director and Finance 
Director with the preparing CPA prior to filing. A copy will be sent to 
all board members after review. 
The organization monitors on a continual basis to ensure compliance with 
the policy. 
The board determines the salary of the Executive Director utilizing 
local salary surveys provided by independent organizations such as 
Mission Capital and Texas Association of Nonprofit Organizations. None 
of the board members are related to the Executive Director or other 
officers or key employees. 
Audited financial statement~ and Form 990's are made available to the 
public through the organization's website (www.frontsteps.org}. Physical 
copies of these documents as well as copies of by-laws and board minutes 
are available upon request. Also, copies of the Form 990, audited 
financial statements, and board minutes are provided to the City of 
Austin regularly as part of our contract with them. 

BAA For Paperwork Reduction Act Notice, see the lnstrucllons for Form 990 or 990-EZ. TEEA4901 08/16116 Schedule 0 (Form 990 or990-EZ) (2016) 



Form 8879-EQ 

Dcpartmer1t or the Troasury 
!ntemol Revenue ScrvlcC! 

IRS e-fi/e Signature Authorization 
for an Exempt Organization 

For calendar year 2016 orf1s~a1 year beginning .QQI;_ ]. _ _ . 2016, and ending .Sgg_] Q _. 20 2 Q.4,_7_ 

.._ Do not send to the IRS. Keep for your records. 
.,. Information about Form 8879-EO and its instructions is at www.irs.gov/form8879eo. 

OMS No, 1545-1876 

2016 
Name of exempl orgam::at•on mployer identlf cation number 

Front Ste s Inc 
Name antl1ille ol officer 

Gre McCormack Executive Director 
PartF Type of Return and Return Information (Whole Dollars Only) 
Check the box for the return for which you are using this Fonn 8879-EO and enter the applicable amount, if any, from the return. If you 
check the box on line 1a, 2a, 3a, 4a, or Sa, below, and the amount on that line for the return being filed with this form was blank, then 
leave line 1 b, 2b, 3b, 4b, or Sb, whichever is applicable, blank (do not enter -0-). But. if you entered -0- on the return, then enter -0- on 
the applicable line below. Do not complete more than 1 line in Part I. 

1 a Form 990 check here ..• .._ ~ b Total revenue, 1f any (Form 990, Part VIII, column (A), line 12) .... 

2 a Form 990-EZ check here . . ~ D b Total revenue, 1f any (Form 990-EZ, line 9) ..........•. 
3 a Form 1120-POL check here . . . ~ 0 b Total tax (Farm 1120-POL, line 22) •.......••.•.• 

4 a Form 990-PF check here • • • "" 0 b Tax based on investment Income (Form 990-PF, Part VI, line 5). 
5 a Form 8868 check here • . ~ 0 b Balance Due {Form 8868, line 3c .................. . 

I Part IrA Declaration and Signature Authorization of Officer 

1 b ---'-7.!-, =.1=.1 ,_6 ,_, 3"'2"'9"-'-. 
2b _____ _ 

3b _____ _ 

4b _____ _ 

5b ------

Under penalties of perjury, I declare that I am an officer of the above organization and that I have examined a copy of the organization's 2016 
electronic return and accompanying schedules and statements and to the best of my knowledge and belief, the_y are true, correct, and complete. 
I further declare that the amount in Part I above is the amount shown on the copy of the organization's electronic return. I consent to allow my 
intermediate service provider, transmitter, or electronic return originator (ERO) to send the organization's return to the IRS and to receive from 
the IRS (a) an acknowledgement of receipt or reason for rejection of the transmission, (b) the reason for any delay in processing the return or 
refund. and (c) the date of any refund. If applicable, I authorize the U.S. Treasury and its designated Financial Agent to initiate an electronic 
funds withdrawal (direct debit) entry to the financial inslilulion account indicated tn the tax preparation software for payment of the 
organization's federal taxes owed on this return, and the financial institution to debit the entry to this account. To revoke a payment, I must 
contact the U.S Treasury Financial Agent at 1-888-3534537 no later than 2 business days prior to the payment {settlement) date.! also 
authorize the financial institutions involved in the processing of the electronic payment of taxes to receive confidential information necessary to 
answer Inquiries and resolve issues related to the payment I have selected a personalldentificalion number (PIN) as my signature for the 
organization's electronic return and, if applicable, the organization's consent to electronic funds withdrawaL 

Officer's PIN: check one box only 

lli]1 authorize Montemayor Britton Bender PC 
ERO firm name 

to enter my PIN las my signature 
Enter five numbcrn, but 
do not enter all zeros 

on the organization's lax year 2016 electronlca!/y filed return. If I have indicated within this return that a copy of the return Is being filed with 
a state agency(ies) regulating charities as part of the IRS Fed!State program, I also authorize the aforementioned ERO to enter my PIN on 
the return's disclosure consent screen. 

0As an officer of the organization, I will enter my PIN as my signature on the organization's tax year 2016 electronically filed return. If I have 
indicated within this return that a copy of the return is being filed with a state agency(ies) regulating charities as part of the IRS Fed/Slate 
program, I will enter my PIN on the return's disclosure consent screen. 

Office(s sfgnaturo ..-

Part Ill Certification and Authentication 
ERO's EFIN/PIN. Enter your six-digit electronic filing identification 
number (EFJN) followed by your five-digit self-selected PIN .... 

0a1e ~ 

. ... · · · · · · · · · · · · · ·I 
L---~ ~."--J 

1 certify that the above numeric entry is my PIN, which is my signature on the 2016 electronically filed return for the organization indicated 
above. I confirm that I am submitting this return in accordance with the requirements of Pub. 4163, Modernized e-File (MeF) Information for 
Authonzed IRS e~fife Providers for Business Returns. 

ERO"s 5lgnature Ollie,.. 06/29/2018 

ERO Must Retain This Form -See Instructions 
Do Not Submit This Fonn To the IRS Unless Requested To Do So 

BAA For Paperwork Reduction Act Notlce1 see instructions. Form 8879-EO (2016) 
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Front Steps Inc 

Schedule 0 (Form 990), Supplemental Information to Form 990 
Form 990, Page 2, Part Ill, Line 1 (continued) 

Briefly describe the organization's mission: 
persons. Front Steps also assists its clients with recuperative medical assistance and traditional housing. 
It also manages the services of Arr,ericorps members providing counseling and mentoring for homeless people. 

Schedule 0 (Farm 990), Supplemental Information to Form 990 
Form 990, Page 2, Part Ill, Line 4d (continued) 

Describe the organization's program service accomplishments for each of its three largest program 
services, as measured by expenses. Section 501(c)(3) and 501(c)(4) organizations are required to 
report the amount of grants and allocations to others, the total expenses, and revenue, if any, far 
each program service reported. 

Code: Description: Americorps ~ Keep Austin Housed, Front Steps functions 
Expenses 579,613. as the lead agency for Americorps members to work with 
Grants Of o. a number of local nonprofits who help the homeless in 
Revenue. 0. many ways. Some work in women's shelters, religious-

backed aid programs, and similar agencies. 
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To the Board of Directors of 
Front Steps, Inc. 

Reynolds & Franke, PC 
-==j "'"$' •=-= 

CERTIFIED PUBLIC ACCOUNTANTS 

Report of Independent Auditors 

Report on the Financial Statements 
We have audited the accompanying financial statements of Front Steps, Inc. ("Front Steps") (a nonprofit 
organization), which comprise the statement of financial position as of September 30, 2016, and the 
related statements of activities and cash flows for the year then ended, and the related notes to the 
financial statements. 

Management's Responsibility for the Financial Statements 
Management is responsible for the preparation and fair presentation of these financial statements in 
accordance with accounting principles generally accepted in the United States of America; this includes 
the design, implementation, and maintenance of internal control relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud or 
error. 

Auditors' Responsibility 
Our responsibility is to express an opmwn on these financial statements based on our audit. We 
conducted our audit in accordance with auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards, 
issued by the Comptroller General of the United States, and The Uniform Grant Management Standards, 
issued by the Governor's Office of Budget and Planning. Those standards require that we plan and 
perform the audit to obtain reasonable assurance about whether the financial statements are free from 
material misstatement. 

An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 
the financial statements. The procedures selected depend on the auditors' judgment, including the 
assessment of the risks of material misstatement of the financial statements, whether due to fraud or 
error. In making those risk assessments, the auditors consider internal control relevant to Front Steps' 
preparation and fair presentation of the "financial statements in order to design audit procedures that are 
appropriate in the circumstances, but not for the purpose of expressing an opinion on the effectiveness of 
Front Steps' internal control. Accordingly, we express no such opinion. An audit also includes evaluating 
the appropriateness of accounting policies used and the reasonableness of significant accounting 
estimates made by management, as well as evaluating the overall presentation of the financial statements. 

We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for 
our audit opinion. 

Opinion 
In our opinion, the financial statements referred to above present fairly, in all material respects, the 
fmancial position of Front Steps, Inc. as of September 30,2016, and the changes in its net assets and its 
cash flows for the year then ended in accordance with accounting principles generally accepted in the 
United States of America. 

6850 Austin Center Blvd., Suite 100 • Austin, TX 78731-3184 • (512) 206-3141 • Fax (512) 206-3116 
www .reynoldsfranke.com 



Report on Summarized Comparative Information 
We have previously audited Front Steps, Inc.'s financial statements for the year ended September 3 0, 
2015, and we expressed an unmodified audit opinion on those audited financial statements in our report 
dated April 18, 2016. In our opinion, the summarized comparative information presented herein as of and 
for the year ended September 30, 2015, is consistent, in all material respects, with the audited financial 
statements from which it has been derived. 

Emphasis of Matter 
As discussed in Note 12 and Note 13 in the notes to the financial statements, the financial statements 
were reissued to correctly report agency contracts revenue and the schedule of expenditures of federal 
and state awards, respectively, for the year ended September 30, 2016. Our opinion is not modified with 
respect to the matters discussed in Note 12 or Note 13. 

Other Matters 
Our audit was conducted for the purpose of forming an opinion on the financial statements as a whole. 
The accompanying schedule of expenditures of federal and state awards, as required by Title 2 U.S. Code 
of Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards, and The Uniform Grant Management Standards, is presented for 
purposes of additional analysis and is not a required part of the financial statements. Such information is 
the responsibility of management and was derived from and relates directly to the underlying accounting 
and other records used to prepare the financial statements. The information has been subjected to the 
auditing procedures applied in the audit of the financial statements and certain additional procedures, 
including comparing and reconciling such information directly to the underlying accounting and other 
records used to prepare the financial statements or to the financial statements themselves, and other 
additional procedures in accordance with auditing standards generally accepted in the United States of 
America. In our opinion, the information is fairly stated, in all material respects, in relation to the 
financial statements as a whole. 

Other Reporting Required by Government Auditing Standards 
In accordance with Government Auditing Standards and The Uniform Grant Management Standards, we 
have also issued our report dated February 21,2017, on our consideration of Front Steps, Inc.'s internal 
control over financial reporting and on our tests of its compliance with certain provisions of laws, 
regulations, contracts, and grant agreements and other matters. The purpose of that report is to describe 
the scope of our testing of internal control over financial reporting and compliance and the results of that 
testing, and not to provide an opinion on internal control over financial reporting or on compliance. That 
report is an integral part of an audit performed in accordance with Government Auditing Standards and 
The Uniform Grant Management Standards in considering Front Steps, Inc.'s internal control over 
financial reporting and compliance. 

Austin, TX 
February 21, 2017, except for Note 12 as to which the date is May 26, 2017, and Note 13 as to which the 
date is July 31, 2017 



Front Steps, Inc. 

Statement of Financial Position, 
With Prior Year Summarized Information 

September 30,2016 

(Summarized) 
2016 2015 

Assets 
Current assets: 

Cash and cash equivalents $ 84,286 $ 208,210 
Restricted cash and cash equivalents 103,906 127,246 
Total cash and cash equivalents 188,192 335,456 

Grant and other receivables, net 1,009,633 752,191 
Prepaid expenses 48,012 8,886 

Total current assets 1,245,837 1,096,533 

Fixed assets, net 219,327 154,001 

Total assets $ 1,465,164 $ 1,250,534 

Liabilities aud Net Assets 
Current liabilities: 

Accounts payable $ 263,255 $ 220,258 
Accrued liabilities 205,769 215,438 
Line of credit 4,533 4,533 

Total current liabilities 473,557 440,229 

City of Austin advance 140,000 

Total liabilities 473,557 580,229 

Net assets: 
Unrestricted 887,701 543,059 
Temporarily restricted 103,906 127,246 

Total net assets 991,607 670,305 

Total liabilities and net assets $ 1,465,164 $ 1,250,534 

The accompanying notes are an integral part of these financial statements. 
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Front Steps, Inc. 

Statement of Activities, 
With Prior Year Summarized Information 

For the Year Ended September 30,2016 

Temporarily Total (Summarized) 
Unrestricted Restricted 2016 2015 

Revenue and support 
City of Austin contract $ 2,262,279 $ $ 2,262,279 $ 2,027,016 
Government contracts 2,747,138 2,747,138 2,064,487 
Agency contracts 679,813 679,813 433,102 
Contributions 198,817 20,000 218,817 154,418 
Foundation and corporate contributions 22,715 179,900 202,615 218,508 
ln-ldnd food contributions 157,968 157,968 89,136 
ln-kind other contributions 464,240 464,240 70,601 
Special events, net 49,307 49,307 50,774 
Other 71,578 71,578 103,285 

Total revenue and support 6,653,855 199,900 6,853,755 5,211,327 

Net assets released from restrictions 223,240 (223,240) 

Total revenue, support, and reclassifications 6,877,095 (23,340) 6,853,755 5,211,327 

Expenses 
Personnel and related 3,279,734 3,279,734 3,199,547 
Food 140,078 140,078 129,975 
ln-ldnd food expenses 157,968 157,968 89,136 
Housing assistance 831,869 831,869 629,226 
Rent and occupancy 400,698 400,698 220,473 
Recuperative medical assistance 535,723 535,723 395,592 
Admioistrative 316,213 316,213 292,153 
Professional services 39,095 39,095 23,120 
In-kind expenses- other 464,240 464,240 70,601 
Other 366,835 366,835 153,674 

Total expenses 6,532,453 6,532,453 5,203,497 

Change io net assets 344,642 (23,340) 321,302 7,830 

Beginniog net assets 543,059 127,246 670,305 662,475 

Ending net assets $ 887,701 $ 103,906 $ 991,607 $ 670,305 

The accompanying notes are an integral part of these financial statements. 
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Front Steps, Inc. 

Statement of Cash Flows, 
With Prior Year Summarized Information 

For the Year Ended September 30, 2016 

(Summarized) 
2016 2015 

Cash flows from operating activities 
Change in net assets $ 321,302 $ 7,830 
Adjustments to reconcile change in net assets to cash 

flows from operating activities: 
Depreciation expense 48,787 43,635 
Bad debt expense 42,282 67,500 
Increase in grant and other receivables (299,724) (226,862) 
Increase in prepaid expenses (39,126) (2,778) 
Increase in accounts payable 42,997 3,238 
Increase (decrease) in accrued liabilities (9,669) 60,680 
Decrease in City of Austin advances (140,0002 

Net cash used in operating activities (33,151) (46,757) 

Cash flows from investing activities 
Purchases of fixed assets (114,113) (43,7492 
Net cash used in investing activities (114,113) (43,749) 

Cash flows from fmancing activities 
Advances on line of credit 4,750 
Repayments on line of credit (1,267) 
Net cash provided by financing activities 3,483 

Net change in cash (147,264) (87,023) 
Cash at beginning of year 335,456 422,479 

Cash at end of year $ 188,192 $ 335,456 

Unrestricted cash and cash equivalents $ 84,286 $ 208,210 
Restricted cash and cash equivalents 103,906 127,246 

Total cash and cash equivalents $ 188,192 $ 335,456 

The accompanying notes are an integral part of these financial statements. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30, 2016 

Note 1 -Organization 

Front Steps, Inc. ("Front Steps"), formerly known as the Capital Area Homeless Alliance, Inc., is 
a corporate organization under the Nonprofit Corporation Act of the state of Texas. Front Steps 
was organized in March 1997 in response to the Community Action Network's Comprehensive 
Plan for Addressing Homelessness in Austin/Travis County. Front Steps manages the Austin 
Resource Center for the Homeless (ARCH) located in Austin, Texas, for the City of Austin. 
Activities are funded by government grants and private contributors. Programs consist of: 

ARCH - ARCH serves as a central point of intake and assessment for homeless persons. ARCH 
is designed to assess client needs, provide information on services, and meet the basic needs of 
homeless adults, as well as provide a daytime shelter location. 

Central Texas Recuperative Care Project (Recuperative Care) - Recuperative Care is a 
collaboration between Front Steps, Central Health, and the Religious Coalition to Assist the 
Homeless. The program assists its clients with recuperative medical assistance and transitional 
housing. 

Keep Austin Housed -Keep Austin Housed manages the services of AmeriCorps members who 
partner with social services agencies to provide case management services, counseling and 
mentoring for homeless people. 

Housing - Front Steps provides a full range of services to clients related to transitional and 
permanent housing by assisting them in moving from homelessness to safe, affordable long-term 
housing. 

Veterans Administration Housing - The Support Services for Veteran Families (SSVF) 
Program provides short term, rapid rehousing assistance with intensive case management to very 
low-income veteran families to obtain stable permanent housing. The SSVF program focuses on 
intensive case management to help participants increase their ability to sustain permanent 
housing and reach their greatest potential. 

Rapid Rehousing Services - Front Steps eliminates barriers to housing for very low-income 
individuals through short-term, rapid rehousing assistance coupled with intensive case 
management. Assistance may be in the form of rental down payment, utility assistance, 
elimination of debt, and other financial assistance. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 2- Summary of Significant Accounting Policies 

Basis of Accounting 

The financial statements have been prepared using the accrual basis of accounting. Contracts and 
grants are recorded as revenue when the funds are considered earned, regardless of when cash is 
received. Cost reimbursement contracts are recorded as revenue when the costs are incurred and 
contributions are recorded as support when the funds are awarded. Expenses are recorded when 
incurred, regardless of when cash is disbursed. 

Use of Estimates 

The preparation of the financial statements in conformity with accounting principles generally 
accepted in the United States of America requires management to make estimates and 
assumptions that affect the reported amounts of assets and liabilities at the date of the financial 
statements and the reported amounts of revenues and expenses during the reporting period. 
Actual results could differ from those estimates. 

Basis of Presentation 

The financial statement presentation follows the recommendations of Not-for-Profit Entities 
Topic of the Financial Accounting Standards Board Accounting Standards Codification (F ASB 
ASC 958). In accordance with FASB ASC 958, net assets are categorized into unrestricted, 
temporarily restricted, and permanently restricted in the financial statements. 

Unrestricted net assets are not subject to donor-imposed stipulations. This also includes Board
designated net assets for specific purposes, since these restrictions may be reversed by the Board 
at any time in the future. 

Temporarily restricted net assets exist if the donor states the principal must be used for a specific 
purpose, or must be used until a specific time. When a donor restriction expires, that is, when a 
stipulated time restriction ends or purpose restriction is accomplished, temporarily restricted net 
assets are reclassified to unrestricted net assets and reported in the statement of activities as net 
assets released from restrictions. 

Permanently restricted net assets exist if the donor states the principal must never be used, but 
must be maintained, as in an endowment. Front Steps did not have any permanently restricted 
funds for the year ended September 30,2016. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 2- Summary of Significant Accounting Policies (continued) 

Tax-Exempt Status 

Front Steps is a publicly supported organization exempt from federal income taxes under 
Section 50l(c)(3) of the Internal Revenue Code, except to the extent of unrelated business 
income, if any. 

The most significant tax positions of Front Steps are its assertion that they are exempt from 
income taxes and its determination of whether any amounts are subject to unrelated business 
income tax (UBIT). Management has determined Front Steps had no activities subject to UBIT 
during the year ended September 30, 2016. All significant tax positions have been considered by 
management and it has detennined that it is more likely than not that all tax positions would be 
sustained upon examination by taxing authorities. 

Front Steps is required to file the Form 990 (Return of Organization Exempt from Income Tax), 
which is subject to examination by the Internal Revenue Service (IRS) up to three years from the 
later of the original due date of the tax return or the date the tax return was filed. The Forms 990 
for the years ended September 30, 2015, 2014, and 2013 are open to examination by the IRS as 
of September 30,2016. 

Reclassifications 

Certain 2015 audited amounts have been reclassified in order to conform with the 2016 financial 
statement presentation. 

Cash and Cash Equivalents 

Cash and cash equivalents include all monies in banks and money market funds held in 
brokerage accounts. Cash subject to donor imposed restricted is separately identified in the 
statement of fmancial position as restricted. 

Grant Revenue and Receivables 

Cost reimbursement grant revenue is generally considered earned as services are rendered and 
allowable expenses are incurred. Unconditional grants are recorded as support when the funds are 
awarded. Deferred revenue is recognized when cash is received prior to the revenue being earned. 
Grant receivables are recorded when revenue is earned prior to cash being received. All grant 
receivables were expected to be collected during the next year and, thus, were recorded at net 
realizable value. Front Steps has not set up an allowance for uncollectible receivables at 
September 30, 2016, because management has evaluated all year-end receivables and written off 
any specifically identified uncollectible receivables. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30, 2016 

Note 2- Summary of Significant Accounting Policies (continued) 

Fixed Assets 

Fixed assets are stated at cost if purchased or fair market value at the date of receipt if donated. 
Purchases are capitalized if the estimated useful service life of the asset is more than one year 
and the cost is at least $2,000. Depreciation is computed using the straight-line method over the 
estimated useful life (5 years for computers, equipment, and vehicles). Repair and maintenance 
items are charged to expense as incurred. 

City of Austin Advance 

During 2005, the City of Austin advanced $140,000 to Front Steps to alleviate cash flow 
shortages caused by the timing of cost reimbursement grants. The advance from the City of 
Austin has been retained by Front Steps interest free while they are providing services at ARCH. 
After further discussions with the City of Austin about any contingencies related to the funding, 
Front Steps recognized the advance totaling $140,000 during the year ended September 30,2016. 

Contributions 

Contributions received are recorded at fair value as unrestricted, temporarily restricted, or 
permanently restricted support depending on the existence and/or nature of any donor 
restrictions. Temporarily restricted contributions are required to be reported as temporarily 
restricted support and are then reclassified to unrestricted net assets upon satisfaction of the 
restriction or expiration of the time restriction. If a restriction is fulfilled in the same period in 
which the contribution is received, the support is reported as unrestricted. 

Functional Allocation of Expenses 

Front Steps allocates common costs between program services, general and administrative, and 
fundraising by estimating the percentage of total labor spent on each category. The estimates are 
reviewed periodically and the allocations revised, if necessary, to reflect changes in the activities 
of the organization. 

Financial Instruments 

Front Steps follows FASB ASC 820, Fair Value Measurements and Disclosures, which relates to 
Front Steps' fmancial assets and liabilities carried at fair value and Front Steps' fair value 
disclosures related to fmancial assets and liabilities. F ASB ASC 820 defines fair value, expands 
related disclosure requirements and specifies a hierarchy of valuation techniques based on the 
nature of the inputs used to develop the fair value measures. Fair value is defined as the price that 
would be received to sell an asset or paid to transfer a liability in an orderly transaction between 
market participants at the measurement date. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 2- Summary of Significant Accounting Policies (continued) 

Financial Instruments (continued) 

There are three levels of inputs to fair value measurements - Level 1, meaoing the use of quoted 
prices for identical instruments in active markets; Level 2, meaning the use of quoted prices for 
similar instruments in active markets or quoted prices for identical or similar instruments in 
markets that are not active or are directly or indirectly observable; and Level3, meaoing the use 
of unobservable inputs. 

Front Steps' financial instmments consist principally of cash and cash equivalents, grant and 
other receivables, accounts payable, and accrued liabilities. Front Steps believes all of the 
financial instruments' recorded values approximate current market values. 

Comparative Totals 

The financial statements include certain prior-year summarized comparative information in total 
but not by net asset class. Such information does not include sufficient detail to constitute a 
presentation in conformity with accounting principles generally accepted in the United States of 
America. Accordingly, such information should be read in conjunction with Front Steps' audited 
financial statements for the year ended September 30, 2015, from which the summarized 
information was derived. 

Note 3- Concentrations 

Financial instmments which potentially subject Front Steps to credit risk principally consist of 
cash and cash equivalents. To minimize this risk, Front Steps places their temporary cash 
investments with high credit quality financial institutions insured by the Federal Deposit 
Insurance Corporation (FDIC). Effective January 1, 2013, deposit insurance coverage by the 
FDIC changed to $250,000 per bank per entity for all interest bearing and non-interest bearing 
accounts. As of September 30, 2016, Front Steps had uninsured cash balances totaling $17,063. 
Front Steps has not experienced any losses in such accounts in the past. 

For the year ended September 30, 2016, contract and pass-through grant funding provided by the 
City of Austin represented 42% of total revenue. In addition, funding from three additional 
grantors represented 34% oftota1 revenue. Grants receivable from these four funding sources and 
one agency under contract represented 87% and 16%, respectively, of total receivables at 
September 30,2016. In the event these funding sources were reduced or eliminated, it could have 
a major impact on Front Steps. 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 4 - Fixed Assets 

At September 30, 2016, fixed assets consisted of the following: 

Computers and equipment 
Vehicles 
Less: accumulated depreciation 

Fixed assets, net 

$ 

$ 

602,377 
24,688 

(407,738) 

219,327 

Total depreciation expense was $48,787 for the year ended September 30, 2016. 

As part of Front Steps' management contract with the City of Austin, the City of Austin provides 
the facilities for the City's ARCH program. Front Steps serves the City of Austin under the 
contract as manager of the program, and therefore has no facilities of its own. 

Note 5 - Line of Credit 

Front Steps has a $50,000 unsecured line of credit at a variable rate currently at 6.8% at year end. 
At September 30, 2016, $4,533 was outstanding under the line of credit. 

Note 6- Temporarily Restricted Net Assets 

Front Steps had the following temporarily restricted activity for the year ended September 30, 
2016: 

Temporarily Restricted Funds: 
Future operations 
Basic adult education 
JCI Hospitality 
SOAR 
Transitional houses 

Total 

Beginning 
Balance 

$ 122,246 
5,000 

$ 127,246 

Donations 
Received 

$ 128,900 

21,000 
20,000 
30,000 

$ 199,900 

Released 
from 

Restrictions 

$ (209,603) 
(5,000) 
(8,637) 

$ (223,240) 

$ 

$ 

Ending 
Balance 

41,543 

12,363 
20,000 
30,000 

103,906 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 7 - Contingencies 

Front Steps receives substantial funding under cost reimbursement grants. Any of the funding 
sources may, at their discretion, request reimbursement for expenses or return of funds as a result 
of noncompliance with the terms of the grant contracts. Management believes requests for 
reimbursement, if any, would not be significant. Front Steps does not maintain collateral for its 
receivables and does not believe significant risk existed at September 30, 2016. 

Note 8 - Related Party Transactions 

For the year ended September 30, 2016, contributions income includes $71,791 contributed by 
Board members. 

Note 9- Contributed Goods and Services 

Front Steps receives services donated by various sources in support of the Clothing Closet, 
preparation of meals, the front desk, and other programs. For the year ended September 30,2016, 
Front Steps estimates the donated service hours to be approximately 10,071 hours, which are 
valued at $237,273. These services have not been recorded in the financial statements because 
they did not require specialized skills as required by FASB ASC 958 for recognition within the 
financial statements. Additionally, Front Steps received contributed goods valued at $622,208 
that were recorded as food and other direct client assistance for the year ended September 30, 
2016. 

Note 10- Lease Commitments 

Front Steps leases office space and office equipment subject to noncancelable lease agreements 
which expire at various dates through May 2021. Lease payments of $55,069 were expensed in 
c01mection with these leases for the year ended September 30,2016. 

As of September 30,2016, future minimum lease payments are as follows: 

For the year ended September 30, 
2017 $ 
2018 
2019 
2020 
2021 

Total $ 

52,964 
32,885 
18,252 
18,252 

980 

123.333 
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Front Steps, Inc. 

Notes to Financial Statements 

For the Year Ended September 30,2016 

Note 11 -Functional Expenses 

Program services: 
ARCH 
Keep Austin Housed 
Housing 
Recuperative Care 
Veterans Administration Housing 
Rapid Rehousing Services 

Total program services 

Fundraising 
General and administrative 

Total expenses 

Note 12 - Reissue 

$ 2,909,632 
588,493 
728,816 
484,391 

1,382,922 
77,255 

6,171,509 

115,931 
245,013 

$ 6,532,453 

94% 

2% 
4% 

100% 

The financial statements have been reissued on May 26, 2017 to correctly report agency contracts 
revenue for the year ended September 3 0, 2016. The adjustment made within these reissued 
fmancial statements decreased both agency contracts revenue and grant and other receivables, net 
by $106,350 

Note 13- Second Reissue 

In addition, the financial statements have been reissued on July 31, 2017 to correctly report the 
schedule of expenditures of federal and state awards for the year ended September 30, 2016. 
Front Steps previously reported $10,800 from the grantor Department of Homeland Security; 
however, it was later deterrnioed by management that this grant was from the grantor U.S. 
Department of Housing and Urban Development. The adjustment made within these reissued 
financial statements did not affect the statement of financial position, the statement of activities, 
or the total federal award expenditures reported on the schedule of expenditures of federal and 
state awards. 

Note 14- Date of Management's Review 

These fmancial statements considered subsequent events through February 21, 2017, the date the 
fmancial statements were available to be issued. 
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Front Steps, Inc. 

Schedule of Expenditures of Federal and State Awards 

For the Year Ended September 30,2016 

Pass-Throutu Entity 

CFDA 
IdentifYing umbers I 

Federal/State Award 
Grantor/ Pass-Through Agency Number Number Ex2enditures 

Federal Awards: 

Comoration for National and Community Service 

OneStar Foundation 

AmeriCorps 94.006 15FXHTXOO I 0006 $ 396,622 

Department of Veteran Affairs 

VA Supportive Services for Veteran Families 
(SSVF) Program 64.033 Cl5-TX-503A 1,075,858 

U.S. Department of Housing and Urban Development 

Passed-through City of Austin: 
Emergency Shelter Grants Program 14.231 NG 150000006 311,190 
Rapid Rehousing Program 14.231 NG 150000004 44,499 
ESG- Homeless Management Infonnation Systems 14.231 NG160000046 I 0,800 

366,489 

Supportive Housing- First Steps 14.235 TX0034L6J031407 90,939 
Supportive Housing- First Steps 14.235 TX0034L6J031508 35,956 
HUD II- Home Front 14.235 TX0253B6J03!303 16,420 
HUD II- Home Front 14.235 TX0034L6J031407 31,388 
HUD III- Samaritan 14.235 TX0255L6J031303 200,941 

375,644 

Total Federal A wards $ 2,214,613 

State Awards: 

Passed-through City of Austin: 
Texas Department of Housing and Communities 

Affairs- Housing and Support Services 
Program N/A NG140000050 $ 276,314 

Total State A wards $ 276,314 
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Front Steps, Inc. 

Notes to Schedule of Expenditures of Federal and State Awards 

For the Year Ended September 30, 2016 

Note 1- Basis of Presentation 

General - The accompanying schedule of expenditures of federal and state awards (the 
"Schedule") include the federal and state award activity of Front Steps, Inc. ("Front Steps") 
under programs of the federal government for the year ended September 30, 2016. The 
information in this Schedule is presented in accordance with the reqnirements of Title 2 U.S. 
Code of Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards (Uniform Guidance) and The Uniform Grant 
Management Standards. Therefore, some amounts presented in these schedules may differ from 
amounts presented in, or used in the preparation of, the basic financial statements. 

Note 2- Summary of Significant Accounting Policies 

Basis of Presentation 

Expenditures reported on the Schedule are reported on the accrual basis of accounting. Such 
expenditures are recognized following the cost principles contained in the Uniform Guidance, 
wherein certain types of expenditures are not allowable or are limited as to reimbursement. 

Revenue Recognition 

Grant revenues from governmental agencies and other grantors are recognized when compliance 
with the various grant requirements is achieved. Usually this occurs at the time the expenditures 
are made and any grant matching requirements are met. 
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CERTIFIED PUBLIC ACCOUNTANTS 

Report of Independent Auditors on Internal Control Over Financial 
Reporting and on Compliance and Other Matters Based on an Audit 
of Financial Statements Performed in Accordance with Government 
Auditing Standards and The Uniform Grant Management Standards 

To the Board of Directors of 
Front Steps, Inc. 

We have audited, in accordance with the auditing standards generally accepted in the United 
States of America and the standards applicable to financial audits contained in Government 
Auditing Standards, issued by the Comptroller General of the United States, and The Uniform 
Grant Management Standards, issued by the Governor's Office of Budget and Planning, the 
fmancial statements of Front Steps, Inc. ("Front Steps") (a nonprofit organization), which 
comprise the statement of financial position as of September 30,2016, and the related statements 
of activities and cash flows for the year then ended, and the related notes to the financial 
statements, and have issued our report thereon dated February 21, 2017. 

Internal Control Over Financial Reporting 

In planning and performing our audit of the financial statements, we considered Front Steps' 
internal control over fmancial reporting (internal control) to determine the audit procedures that 
are appropriate in the circumstances for the purpose of expressing our opinion on the financial 
statements, but not for the purpose of expressing an opinion on the effectiveness of Front Steps' 
internal control. Accordingly, we do not express an opinion on the effectiveness of Front Steps' 
internal control. 

Our consideration of internal control was for the limited purpose described in the preceding 
paragraph and was not designed to identify all deficiencies in internal control that might be 
material weaknesses or significant deficiencies and therefore, material weaknesses or significant 
deficiencies may exist that were not identified. However, as described in the accompanying 
schedule of findings and questioned costs, we identified certain deficiencies in internal control 
that we consider to be material weaknesses and significant deficiencies. 

A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the nonnal course of performing their assigned functions, to 
prevent, or detect and correct, misstatements on a timely basis. A material weakness is a 
deficiency, or a combination of deficiencies, in internal control such that there is a reasonable 
possibility that a material misstatement of Front Steps' financial statements will not be 
prevented, or detected and corrected on a timely basis. We consider the deficiency desCiibed in 
the accompanying schedule of fmdings and questioned costs to be a material weakness: 2016-
003. 
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A significant deficiency is a deficiency, or a combination of deficiencies, in internal control that 
is less severe than a material weakness, yet important enough to merit attention by those charged 
with governance. We consider the deficiencies described in the accompanying schedule of 
findings and questioned costs to be significant deficiencies: 2016-001 and 2016-002. 

Compliance and Other Matters 

As part of obtaining reasonable assurance about whether Front Steps' financial statements are 
free from material misstatement, we performed tests of its compliance with certain provisions of 
laws, regulations, contracts, and grant agreements, noncompliance with which could have a direct 
and material effect on the determination of financial statement amounts. However, providing an 
opinion on compliance with those provisions was not an objective of our audit, and accordingly, 
we do not express such an opinion. The results of our tests disclosed instances of noncompliance 
or other matters that are required to be reported under Government Auditing Standards and The 
Uniform Grant Management Standards and which are described in the accompanying schedule 
of fmdings and questioned costs as items 2016-004 and 2016-005. 

Front Steps' Response to Findings 

Front Steps' response to the fmdings identified in our audit is described in the accompanying 
schedule of findings and questioned costs. Front Steps' response was not subject to the auditing 
procedures applied in the audit of the financial statements and, accordingly, we express no 
opinion on it. 

Purpose of this Report 

The purpose of this report is solely to describe the scope of our testing of internal control and 
compliance and the results of that testing, and not to provide an opinion on the effectiveness of 
Front Steps' internal control or on compliance. This report is an integral prut of an audit 
perfmmed in accordance with Government Auditing Standards and The Uniform Grant 
Management Standards in considering Front Steps' internal control and compliance. 
Accordingly, this communication is not suitable for any other purpose. 

Austin, TX 
February 21, 2017 
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CERTIFIED PUBLIC ACCOUNTANTS 

Report of Independent Auditors on Compliance for Each Major 
Program and on Internal Control Over Compliance Required by the 

Uniform Guidance and The State of Texas Single Audit Circular 

To the Board of Directors of 
Front Steps, Inc. 

Report on Compliance for Each Major Federal and State Program 

We have audited Front Steps, Inc.'s ("Front Steps") compliance with the types of compliance 
requirements described in the OMB Compliance Supplement and The State of Texas Single Audit 
Circular that could have a direct and material effect on each of Front Steps' major federal and 
state programs for the year ended September 30, 2016. Front Steps' major federal and state 
programs are identified in the summary of auditors' results section of the accompanying schedule 
of findings and questioned costs. 

Management's Responsibility 

Management is responsible for compliance with tbe requirements of laws, regulations, contracts, 
and grants applicable to its federal and state programs. 

Auditors' Responsibility 

Our responsibility is to express an opinion on compliance for each of Front Steps' major federal 
and state programs based on our audit of the types of compliance requirements referred to above. 
We conducted our audit of compliance in accordance with auditing standards generally accepted 
in the United States of America; the standards applicable to financial audits contained in 
Government Auditing Standards, issued by the Comptroller General oftbe United States; and the 
audit requirements of Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform 
Guidance); and The Uniform Grant Management Standards, issued by the Governor's Office of 
Budget and Planning. Those standards, the Uniform Guidance, and The State of Texas Single 
Audit Circular require tbat we plan and perform the audit to obtain reasonable assurance about 
whether noncompliance with the types of compliance requirements referred to above that could 
have a direct and material effect on a major federal or state program occurred. An audit includes 
examining, on a test basis, evidence about Front Steps' compliance with those requirements and 
performing such other procedures as we considered necessaty in the circumstances. 

We believe that our audit provides a reasonable basis for our opinion on compliance for each 
major federal and state program. However, our audit does not provide a legal determination of 
Front Steps' compliance. 
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Opinion on Each Major Federal and State Program 

In our opinion, Front Steps complied, in all material respects, with the types of compliance 
requirements referred to above that could have a direct and material effect on each of its major 
federal and state programs for the year ended September 30, 2016. 

Other Matters 

The results of our auditing procedures disclosed instances of noncompliance, which are required 
to be reported in accordance with the Uniforn1 Guidance and The State of Texas Single Audit 
Circular and which are described in the accompanying schedule of findings and questioned costs 
as items 2016-005 and 2016-006. Our opinion on each major federal and state program is not 
modified with respect to these matters. 

Front Steps' response to the noncompliance findings identified in our audit is described in the 
accompanying schedule of findings and questioned costs. Front Steps' response was not 
subjected to the auditing procedures applied in the audit of compliance and, accordingly, we 
express no opinion on the response. 

Report on Internal Control Over Compliance 

Management of Front Steps are responsible for establishing and maintaining effective internal 
control over compliance with the types of compliance requirements referred to above. In 
planning and performing our audit of compliance, we considered Front Steps' internal control 
over compliance with the types of requirements that could have a direct and material effect on 
each major federal and state program to determine the auditing procedures that are appropriate in 
the circumstances for the purpose of expressing an opinion on compliance for each major federal 
and state program and to test and report on internal control over compliance in accordance with 
the Uniform Guidance and The State of Texas Single Audit Circular, but not for the purpose of 
expressing an opinion on the effectiveness of internal control over compliance. Accordingly, we 
do not express an opinion on the effectiveness of Front Steps' internal control over compliance. 

A deficiency in internal control over compliance exists when the design or operation of a control 
over compliance does not allow management or employees, in the normal course of performing 
their assigned functions, to prevent, or detect and correct, noncompliance with a type of 
compliance requirement of a federal or state program on a timely basis. A material weakness in 
internal control over compliance is a deficiency, or combination of deficiencies, in internal 
control over compliance, such that there is a reasonable possibility that material noncompliance 
with a type of compliance requirement of a federal or state program will not be prevented, or 
detected and corrected, on a timely basis. A significant deficiency in internal control over 
compliance is a deficiency, or a combination of deficiencies, in internal control over compliance 
with a type of compliance requirement of a federal or state program that is less severe than a 
material weakness in internal control over compliance, yet impo1tant enough to merit attention by 
those charged with governance. 



Our consideration of internal control over compliance was for the limited purpose described in 
the first paragraph of this section aud was not designed to identify all deficiencies in internal 
control over compliance that might be material weaknesses or significant deficiencies. We did 
not identify auy deficiencies in internal control over compliance that we consider to be material 
weaknesses. However, material weaknesses may exist that have not been identified. 

The purpose of this report on internal control over compliance is solely to describe the scope of 
our testing of internal control over compliance aud the results of that testing based on the 
requirements of the Uniform Guidance aud The State of Texas Single Audit Circular. 
Accordingly, this report is not suitable for auy other purpose. 

Austin, TX 
February 21, 2017 

Pc 
) 



Front Steps, Inc. 

Schedule of Findings and Questioned Costs 

For the Year Ended September 30, 2016 

I. Summary of Auditors' Results 
Audited Financial Statements 

Type of auditors' report issued: 

Internal control over financial reporting: 

Material weakness( es) identified? 

Significant deficiency(ies) identified that are not 
considered to be material weakness(es)? 

Noncompliance material to financial statements noted? 

Federal and State Awards 

Internal control over m~jor programs: 

Material weakness( es) identified? 
Significant deficiency(ies) identified that are not 
considered to be material weakness( es )? 

Type of auditors' report issued on compliance for 
maJor programs: 

-~X"'-- Yes 

-~'-'--Yes 

____ Yes 

____ Yes 

____ Yes 

Unmodified 

____ No 

____ No 

_-=.X:o__ No 

--'-'X'-- None Reported 

--'-"---None Reported 

Unmodified 

Any audit findings disclosed that are reqyired to be 
reported in accoraance with 2 CFR 200.5l6(a) or 
Tfie State of Texas Sin;<le Audit Circular? _ __,X"'-- Yes No 

Identification of major programs: 

CFDA 
No. 

64.033 

Federal/ State 

Federal 

Name of Federal/ State Program 

VA, Supportive Services for Veteran Families Program 

Dollar threshold used to distinguish between type A and type B programs: $ 750 000 

Auditee qualified as low-risk? _ _,_X"-- Yes ____ No 
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Front Steps, Inc. 

Schedule ofFindings and Questioned Costs (continued) 

For the Year Ended September 30, 2016 

II. Findings- Financial Statement Audit 

2016-001 Journal Entries: 

Condition: Journal entries are prepared and recorded by the Finance Director without formal approval or 
review. 

Criteria: Internal controls should be in place to provide reasonable assurance that journal entries are formally 
approved and reviewed. 

Cause: There are no procedures in place to formally approve or review journal entries. 

Effect: Because of the failure to approve and review journal entries, journal entries may be created that are 
improper or unauthorized within the financial statements without the approval or knowledge of management. 

Recommendation: The adoption of a policy whereby all journal entries that meet a minimum threshold will be 
approved by a designated member of the Board of Directors or management. All entries should be initialed by 
the preparer and the individual approving them in order to attribute responsibility to the appropriate 
individuals. All journal entries should be accompanied by a full explanation and referenced to adequate 
supporting data or information. 

Management Response: Front Steps will implement a policy whereby all journal entries that meet a minimum 
of $10,000 threshold will be approved by a designated member of the Board of Directors or management. All 
entries will be initialed/dated by the preparer and and the individual approving them in order to attribute 
responsibility to the appropriate individuals. Alljoumal entries will be accompanied by a full explanation and 
referenced to supporting data or information. 

2016-002 Bank Reconciliations: 
Condition: Bank reconciliations prepared by the Finance Director are not formally reviewed. 

Criteria: Intemal controls should be in place to provide reasonable assurance that bank reconciliations are 
formally reviewed. 

Cause: There are no procedures in place to formally review bank reconciliations. 

Effect: Because of the failure to review bank reconciliations, unauthorized or improper bank transactions 
could occur without the knowledge of management. 

Recommendation: The adoption of a policy whereby all bank reconciliations are reviewed and approved by a 
designated member of management or a designated member of the Board of Directors. Bank reconciliations 
should be initialed by the preparer and the individual reviewing them. 

Management Response: Front Steps will implement a policy wherby all bank reconciliations are reviewed and 
approved by a designated member of management or a designated member of the Board of Directors. Bank 
reconciliations will be initialed/dated by the preparer and the individual reviewing them. 
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Front Steps, Inc. 

Schedule of Findings and Questioned Costs (continued) 

For the Year Ended September 30,2016 

II. Findings- Financial Statement Audit (continued) 

2016-003 Improve Monthly Closing Procedures & Material Audit Adjustments: 
Condition: During the course of the audit, we had to recommend 43 adjusting journal entries, of which 17 
were material adjustments, to Front Steps' accounting records in order for the financial statements to be 
materially correct in accordance with accounting principles generally accepted in the United States of 
America. After these adjustments were made to the preliminary trial balance as of September 30, 2016, the 
financial statements were adjusted by the following: (l) total assets decreased by approximately $369,000; (2) 
total liabilities decreased by approximately $245,000; (3) total revenues increased by approximately 
$527,000; (4) total expenses increased by approximately $655,000; and (5) the total change in net assets 
decreased by approximately $128,000. 

Criteria: The current Statement on Auditing Standards No. 115 issued by the American Institute of Ce1tified 
Public Accountants (AICPA) requires Front Steps to design adequate internal control procedures to initiate, 
authorize, record, and process transactions and journal entries into the general ledger. The independent 
auditors cannot be considered part of Front Steps' internal control. 

Cause: There are no procedures in place to provide reasonable assurance that the financial statements are 
materially stated in accordance with accounting principles generally accepted in the United States of America. 

Effect: Because of the failure to have procedures in place to provide reasonable assurance on internal control 
over the financial statements, the independent auditors had to recommend more than fortY adjusting journal 
entries, of which 17 were material adjustments, to Front Steps' accounting records. 

Recommendation: Front Steps should design and implement adequate internal control procedures to record 
and process material transactions into the general ledger. We believe that a review and evaluation of 
transactions and proper monthly closing procedures would expedite the year-end closing and allow for a more 
efficient and timely audit process. 

Management Response: Front Steps will design and implement adequate internal control procedures to record 
and process material transactions into the general ledger. We believe that a review and evaluation of 
transactions and proper monthly closing procedures will expediate the monthly and year-end closings and 
allow for a more efficient and timely audit process. 
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Front Steps, Inc. 

Schedule ofFindings and Questioned Costs (continued) 

For the Year Ended September 30, 2016 

III. Findings and Questioned Costs- Major Federal or State Award Programs Audit 

20I6-004 DEPARTMENT OF VETERAN AFFAIRS 

Supportive Services for Veteran Families Program- CFDA No. 64.033 

Condition and Criteria: General Housing Stability Assistance (GHSA) expenditures were paid 
to a vendor, on behalf of a veteran, in excess of that allowable by the program which were not 
approved by the Supportive Services for Veteran Families (SSVF) Program. 

Effect: The excess expenditures are questioned costs. 

Cause: This occurred because the program initially thought some of the expenditures that were 
provided to support the veteran would fall into the general Temporary Financial Assistance 
(TFA) category, which has no dollar amount limits. Upon further inspection, it was determined 
that the cost would only qualifY in the GHSA category, thus, putting the support for this veteran 
over the $1,500 limit. 

Questioned 
Costs 

Context: A sample of 60 expenditures totaling $162,5 86 was selected for audit from a 
population of 3,339 expenditures totaling $1,075,858. The test found one expenditure that was $ 

1,028 
not in compliance with questioned costs totaling $1,028. Our sample was a statistically valid 
sample. 

Auditors' Recommendation: We recommend the program put into place clearer guidelines for 
the direct staff and Program Manager to determine eligible costs and categorizing the funds 
before expending them. 

Views of Responsible Officials and Planned Corrective Actions: The recommended procedures 
have been established. 

2016-005 DEPARTMENT OF VETERAN AFFAIRS 

Supportive Services for Veteran Families Program- CFDA No. 64.033 

Condition and Criteria: Three expenditures paid to vendors, on behalf of veterans, were 
expenditures related to fiscal year 2015 services performed and should have been reported in 
the fiscal year 2015 expenditure reimbursement reports. 

Effect: The three expenditures are findings. 

Cause: These expenditures were recorded and reported in fiscal year 2016 due to receiving 
these invoices later from the vendors. In addition, these expenditures also took place during the 
transition of Front Steps' long-term Director of Finance who retired to a new Director of 
Finance. 

25 



Front Steps, Inc. 

Schedule of Findings and Questioned Costs (continued) 

For the Year Ended September 30,2016 

III. Findings and Questioned Costs- Major Federal or State Award Programs 
Andit 

2016-005 DEPARTMENT OF VETERAN AFFAIRS (continued) Questioned 

Costs 

Supportive Services for Veteran Families Program- CFDA No. 64.033 (continued) 

Context: A sample of 60 expenditures totaling $162,586 was selected for audit from a 
population of 3,339 expenditures totaling $1,075,858. The test found three expenditures which $ 
should have been report,ed in fiscal year 2015 which resulted in findings totaling $6,294, 
$4,616, and $4,196 (totaling $15, I 06) . Our sample was a statistically valid sample. 

Auditors' Recommendation: We recommend the program put into place clearer guidelines for 
reporting expenditures in the correct fiscal year. 
Views of Responsible Officials and Planned Corrective Actions: Front Steps will implement 
new and clearer guidelines for programs to submit expenditures within 30 days of time 
incurred. 

15,106 
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Front Steps, Inc. 

Summary Schedule of Prior Year Findings 

For the Year Ended September 30,2016 

I. Prior Year Findings- Financial Statements Audit 

None 

II. Prior Year Findings- Major Federal or State Award Programs Audit 

None 

27 
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FRONT STEPS 
"Everyone deserves a safe place to call Home." 

Con·ective Action Plan 

For the Year Ended September 30, 2016 

II. Findings -Financial Statement Audit 

Fi11diug: 2016-001 Joumal Entries: 

Name of Contact Person: Sheila Joseph 

Corrective Action: Front Steps will implement a policy whereby all journal entries that meet a 
minimum of $10,000 threshold will be approved by a designated member of the Board of Directors 
or management. All entries will be initialed/dated by the preparer and the individual approving them 
in order to attribute responsibility to the appropriate individuals. All journal entries will be 
accompanied by a full explanation and referenced to supporting data or information. 

Proposed Completion Date: Procedures went into effect 3/1/17, we retroactively performed the 
corrective procedures back to 10/1/16. 

Fi11di11g: 2016-002 Bank Recollciliatious: 

Name of Contact Person: Sheila Joseph 

Corrective Action: Front Steps will implement a policy wherby all bank reconciliations are reviewed 
and approved by a designated member of management or a designated member of the Board of 
Directors. Bank reconciliations will be initialed/dated by the preparer and the individual reviewing 
them. 

Proposed Completion Date: Procedw·es went into effect 3/1/17, we retroactively performed the 
corrective procedures back to I Oil I 16. 

Finding: 2016-003 Improve Mont/tty Closing Procedures & Material Audit Adjustments: 

Name of Contact Person: Sheila Joseph 

Con·ective Action: Front Steps will design and implement adequate internal control procedures to 
record and process material transactions into the general ledger. We believe that a review and 
evaluation of transactions and proper monthly closing procedures will expedite the monthly and 
year-end closings and allow for a more efficient and timely audit process. 

Proposed Completion Date: Procedures went into effect 3/1/17, we retroactively performed the 
corrective procedUI'es back to 10/1/16. 

Ill 500 East 7th Strcd Ill Mail: P.O. Bo' 684510 Ill Austin. Texas 78768 Ill 512.l()i.CiOO i11iJ1 tax 512.482.0071 Ill www.thJnlsteps.org illiJI 

111 



ill. Findings and Questioned Costs- Major Federal or State Award Programs Audit 

Fi11di11g: 2016-004 DEPARTMENT OF VETERAN AFFAIRS 

N arne of Contact Person: Greg McCormick 

Corrective Action: The recommended procedures have been established. 

Proposed Completion Date: Procedures went into effect 311117, we retroactively performed the 
corrective procedures back to 10/l/16. 

Filtdi11g: 2016-005 DEPARTMENT OF VETERAN AFFAIRS 

Name of Contact Person: Greg McCormick 

Corrective Action: Front Steps will implement new and clearer guidelines for programs to submit 
expenditures within 30 days of time incurred. 

Proposed Completion Date: Procedures went into effect 3/1/17, we retroactively performed the 
corrective procedures back to 10/l/16. 

2 
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Montemayor Britton Bender PC 
CERTIFIED PUBLIC ACCOUNTANTS 

Board of Directors and Management 
Front Steps, Inc. 

INDEPENDENT AUDITOR'S REPORT 

We have audited the accompanying financial statements of Front Steps, Inc. (Front Steps), a nonprofit 
organization, which comprise the statement of financial position as of30 September 2017, and the related 
statements of activities and cash flows for the year then ended, and the related notes to the financial 
statements. 

Management's Responsibility for the Financial Statements 
Management is responsible for the preparation and fair presentation of these financial statements in 
accordance with accounting principles generally accepted in the United States of America; this includes 
the design, implementation, and maintenance of internal control relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud or error. 

Auditor's Responsibility 
Our responsibility is to express an opinion on these financial statements based on our audit. We conducted 
our audit in accordance with auditing standards generally accepted in the United States of America and the 
standards applicable to financial audits contained in Government Auditing Standards, issued by the 
Comptroller General of the United States. Those standards require that we plan and perform the audit to 
obtain reasonable assurance about whether the financial statements are free of material misstatement. 

An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 
the financial statements. The procedures selected depend on the auditor's judgement, including the 
assessment ofthe risk of material misstatement of the financial statements, whether due to fraud or error. 
In making those risk assessments, the auditor considers internal control relevant to the entity's preparation 
and fair presentation of the financial statements in order to design audit procedures that are appropriate in 
the circumstances, but not for the purpose of expressing an opinion on the effectiveness of the entity's 
internal control. Accordingly, we express no such opinion. An audit also includes evaluating the 
appropriateness of accounting policies used and the reasonableness of significant accounting estimates 
made by management, as well as evaluating the overall presentation of the fmancial statements. 

We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for our 
audit opinion. 

2525 WALL!NGWOOD DRIVE 
BUJLD!NG 1, SUITE 200 
AUSTIN, 'tEXAS 78746 
PHONE: 5124420380 

FAX: 5124420817 
www.montemayor.team 



Opinion 
In our· opinion, the financial statements referred to above present fairly, in all material respects, the 
fmancial position afFront Steps as of30 September 2017 and changes in its net assets and its cash flows 
for the year then ended in accordance with accounting principles generally accepted in the United States 
of America. 

Other Mattei'S 
Our audit was conducted for the purpose of forming an opinion on the financial statements taken as a 
whole. The accompanying schedule of expenditures of federal awards (page 16), as required by Title 2 
U.S. Code of Federal Regulations (CFR) Part200, Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards, is presented for purposes of additional analysis and is not 
a required part of the financial statements. Such information is the responsibility of management and was 
derived from and relates directly to the underlying accounting and other records used to prepare the 
financial statements. The information has been subjected to the auditing procedures applied in the audit 
of the financial statements and certain additional procedures, including comparing and reconciling such 
information directly to the underlying accounting and other records used to prepare the financial statements 
or to the financial statements themselves, and other additional procedures in accordance with auditing 
standards generally accepted in the United States of America. In our opinion, the information is fairly 
stated in all material respects in relation to the financial statements taken as a whole. 

Other Reporting Req)lired by Government Auditing Standards 
In accordance with Government Auditing Standards, we have also issued our report dated DATE, on our 
consideration of Front Steps' internal control over financial reporting and on our tests of its compliance 
with certain provisions of laws, regulations, contracts, and grant agreements and other matters. The 
purpose of that report is to describe the scope of our testing of internal control over financial reporting and 
compliance and the results of that testing, and not to provide an opinion on the internal control over 
financial reporting or on compliance. That report is an integral pmt of an audit performed in accordance 
with Government Auditing Standards in considering Front Steps' internal control over f'mancial reporting 
and compliance. 

9 Jnne2018 
Austin, Texas 
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Current assets 

Cash and equivalents 

Prepaid expenses 

FRONT STEPS, INC. 

STATEMENT OF FINANCIAL POSITION 

30 SEPTEMBER 2017 

ASSETS 

Contribution and other receivables 

Federal awards receivable 

City and agency contracts receivable 

Fixed assets 

Cun·ent liabilities 

Accounts payable 

Accrued liabilities 

Net assets 

Unrestricted 

Temporarily restricted 

LIABILITIES AND NET ASSETS 

The accompanying notes are an integral part ofthis financial statement presentation. 
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$630,701 

21,173 

79,857 

116,646 

491.941 

1,340,318 

203,473 

$1,543.791 

$241,853 

60,049 

301.902 

1,185,442 

56.447 

1.241,889 

$1,543.791 
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FRONT STEPS, INC. 
STATEMENT OF ACTIVITIES 

YEAR ENDED 30 SEPTEMBER 2017 

Unrestricted 

REVENUE 

City and agency contracts $3,121.324 

Federal awards 2,302,067 

Contributions 1,352,184 

State awards 290,009 

Other 48,280 

Net assets released from restrictions 72.459 

7 186.323 

EXPENSES 

Personnel and related 3,423,831 

Program rent and deposit assistance 818,274 

Donated food and supplies 688,807 

Nursing home fees 387.991 

Contracted case managers 245,102 

Security 236,195 

Food 146,415 

Insurance 128,925 

Repairs 93,227 

Depreciation 72,507 

Travel and meetings 66,237 

Rent and parking 58,355 

Discretionary housing assistance 48,075 

License and permits 46,390 

Professional services 42,792 

Cleaning supplies 35.309 

Telephone 33,218 

Beds 31,880 

Move-in supplies 31,603 

Bus passes 21' 182 

Other 325.927 

6,982.242 

CHANGE IN NET ASSETS 204,081 

BEGrNNING ~ET ASSETS 981.361 

ENDING NET ASSETS $1,185.442 

·remporarily 
Restricted 

$0 

0 

25,000 

0 

0 

(72.459) 

(47.459) 

0 

0 

0 

0 

0 

0 

() 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Q 

Q 

(47,459) 

103.906 

S56.447 

The accompanying notes me an integral part oft.his iinancial statement presentation. 
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$3,121,324 

2,302,067 

1,377,184 

290,009 

48,280 

Q (I 
7.138.864 u~-~ ;'b 

0'' 'd-& 
3,423,831 

818,274 

688,807 

387,991 

245, I 02 

236,195 

146,415 

128,925 

93,227 

72,507 

66,237 

58,355 

48,075 

46,390 

42,792 

35,309 

33,218 

31,880 

31,603 

21 '182 

325.927 

iif]J;'-' ' 6.987.242 ~"l-1 0 . * ')l-1 156,622 

1.085.267 

$1.241.889 
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FRONT STEPS, INC. 

STATEMENT OF CASH FLOWS 

YEAR ENDED 30 SEPTEMBER 2017 

CASH FLOWS FROM OPERATING ACTIVITIES 

Change in net assets 

Depreciation expense 

Change in receivables 

Change in prepaid expenses 

Change in accounts payable 

Change in accrued liabilities 

CASH FLOWS FROM INVESTING ACTNITIES 

Purchases of fixed assets 

CASH FLOWS FROM FINANCING ACTIVITIES 

Repayments on line of credit 

NET CHANGE IN CASH AND EQUIVALENTS 

BEGINNING CASH A1\'D EQUIVALENTS 

ENDING CASH AND EQUIVALENTS 

The accompanying notes are an integral part of this financial statement presentation. 
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$156,622 

72,507 

414,849 

26,839 

(21,402) 

(145.720) 

503.695 

(56.653) 

(4,533) 

442,509 

188,192 

$630,701 
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NOTE 1: 

FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

OIWANIZATION 

Front Steps, Inc. (Front Steps), fom1er!y known as the Capital Area Homeless Alliance, Inc., 
is a corporate organization under the Nonprofit Corporation Act ofthe state ofTexas. Front 
Steps was organized in March 1997 in response to the Community Action Network's 
Comprehensive Plan lor Addressing Homelessness in Austin/Travis County. Front Steps 
manages the Austin Resource Center for the Homeless (ARCH) located in Austin, Texas, for 
the City of Austin. Activities are funded by government grants and private contributors. 
Programs consist of: 

ARCH- ARCH serves as a central point of intake and assessment {or homeless persons . 
. ARCH is designed to assess client needs, provide information on services, and meet the 

basic needs of homeless adults. as well as provide a daytime shelter location. 

Central Texas Rccupcmtivc Care Project (Recuperative Care)· Recuperative Care is 
a collaboration between Front Steps, St. David's Community Health Foundation and the 
St. David's and Seton hospital systems. The program assists its clients with recuperative 
medical assistance and transitional housing. 

Keep Austin Housed- Keep Austin Housed manages the services of AmeriCorps members 
who pmtnerwith social services agencies to provide case management services, counseling 
and mentoring for homeless people. 

Housing- Front Steps provides a full range of services to clients related to transitional and 
permanent housing by assisting them in moving from homelessness to safe, afforJable long 
term housing. 

Veterans Administration Housing- The support Services for Veteran Families (SSVF) 
Progrmn provides short lenn, rapid rehousing assistance with intensive case manage1nent 
to very low- income veteran families to obtain stable permanent housing. The SSVF 
program focuses on intensive case management to help pmticipants increases their ability 
to sustain permanent housing and reach their greatest potential. 

Rapid Rehousing Services - Front Steps eliminates barriers to housing for very low
income individuals tlll'ough short-term, rapid rehousing assistance coupled with intensive 
case management. Assistance may be in the form of rental down payment, utility assistance, 
elimination of debt, and other financial assistance. 



FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

NOTE 2: SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 

FINANCIAL STATEMENT PRESENTATION 

Front Steps is required to report information regarding its financial position and activities 
according to three classes of net assets: unrestricted, temporarily restricted and permanently 
restricted. Front Steps has not received any permanently restricted net assets. 

Unrestricted Net Assets 
Unrestricted net assets result from city and agency contracts, government awards, 
unrestricted contributions, investment income, Jess expenses incurred in operations, to 
raise contributions, and for administrative functions. 

Temporarily Restricted Net Assets 
Support that is resh·icted by the donor is recorded as an increase in temporarily restricted 
net assets. When a restriction is satisfied, temporarily restricted net assets are reclassified 
to unrestricted net assets. 

BASIS OF ACCOUNTING 

Front Steps uses the accrual basis of accounting. Contracts and grants are recorded as 
revenue when the funds are considered earned, regardless of when cash is received. Cost 
reimbursement contracts are recorded as revenue when the costs are incurred and 
contributions are recorded as support when the funds are awarded. Expenses are recorded 
when incurred regardless of when cash is disbursed. 

CASH AND CASH EQUIVALENTS 

Cash and cash equivalents include all monies in banks and money market funds held in 
brokerage accounts. The carrying value of cash equivalents approximates fair value 
because of the highly liquid nature of those financial instruments. 

CONTRIBUTIONS 

Contributions received are recorded at fair value as umestricted, temporarily restricted, or 
permanently restricted support depending on the existence and/or nature of any donor 
restrictions. Temporarily restricted conh·ibutions are required to be reported as temporarily 
restricted support and are then reclassified to unrestricted net assets upon satisfaction of the 
restriction or expiration of the time restriction. 

-7-



FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

NOTE 2: SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 

FEDERAL AND STATE A WARDS AND RECEIVABLES 

Cost reimbursement grant revenue is generally considered earned as services are rendered 
and allowable expenses are incurred. Unconditional grants are recorded as support when 
the funds are awarded. Deferred revenue is recognized when cash is received prior to the 
revenue being earned. Grants receivable are recorded when revenue is earned prior to cash 
being received. Front Steps expects all grants receivable to be fully collected; therefore, 
an allowance of doubtful accounts has not been recorded. 

FEDERAL INCOME TAXES 

Front Steps is a publicly supported organization exempt fmm federal income taxes under 
IRS Code Section 50l(c)(3). Therefore, no provision has been made for federal income 
taxes in the accompanying financial statements. Front Steps' policy is to record interest 
and penalties related to income taxes as interest and other expense, respectively. 

At 30 September 2017 no interest and penalties have been or are required to be accrued. 
Front Steps, generally, is no longer subject to income tax examinations by federal 
authorities for years prior to 30 September 2015. 

FUNCTIONAL EXPENSE ALLOCATION 

Front Steps allocates common costs between program services, general and administration, 
and fundraising by estimating the percentage of total labor spent on each category. The 
estimates are reviewed periodically and the allocations revised, if necessary, to reflect 
changes in the activities of the organization. 

FIXED ASSETS 

Fixed assets are stated at cost if purchased or fair market value at the date of receipt if 
donated. Purchases are capitalized if the estimated useful service life of the asset is more 
the one year and the cost is at least $2,000. Depreciation is computed using the straight
line method over the estimated useful life (5 years for fumiture, fixtures and equipment). 

ESTIMATES 

The preparation of financial statements in conformity with U.S. generally accepted 
accounting principles requires management to make estimates and assumptions that affect 
the reported amounts of assets and liabilities and disclosure of contingent assets and 
liabilities at the date of the financial statements and reported amounts of revenues and 
expenses during the reporting period. Accordingly, actual results could differ from those 
estimates. 

-8-
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FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

NOTE 2: SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 

SUBSEQUENT EVENTS 

The management of Front Steps has evaluated subsequent events as of the date of the 
Independent Auditor's report, the date the financial statements were available to be issued. 

NOTE 3: CONTRIBUTED GOODS AND SERVICES 

Front Steps receives services donated by various sources in support of the Clothing Closet, 
preparation of meals, the front desk, and other programs. Front Steps estimates the donated 
service hours to be approximately 8, 79 I hours, which are valued at $210,656. These services 
have not been recorded in the financial statements because they did not require specialized 
skills. Additionally, Front Steps received contributed food and supplies valued at $688,807 
that were recorded as contribution revenue and as donated food and supplies expense. 

NOTE 4: FIXED ASSETS 

Furniture, fixtures and equipment 

Vehicles 

Accumulated depreciation 

$659,000 

24,718 

(480.245) 

$203,473 

As part of Front Steps' management contract with the City of Austin, the City of Austin 
provides the facilities for the City's ARCH program. Front Steps serves the City of Austin 
under the contract as manager of the program, and therefore has no facilities of its own. 

NOTE 5: GRANT CONTINGENCY 

Front Steps receives substantial funding under cost reimbursement grants. Any of the 
funding sources may, at their discretion, request reimbursement for expenses or return of 
funds as a result of noncompliance with the terms of the grant contracts. Management 
believes requests for reimbursement, if any, would not be significant. Front Steps does not 
maintain collateral for its receivables and does not believe significant risk existed at 30 
September 2017. 

NOTE 6: CONCENTRATIONS 

For the year ended 30 September 2017, funding provided by the City of Austin represented 
3 9% of total revenue. Funding from 2 additional sources represented another 16% and 12% 
of total revenue. Receivable from these 3 funding sources represented 85% of total 
receivables. 

-9-



FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

NOTE 7: TEMPORARILY RESTRICTED NET ASSETS 

Transitional Housing 

Veteran assistance 

Client progress tracking 

NOTE 8: FUNCTIONAL EXPENSES 

Program: 

ARCH 

Veterans Administration Housing 

Housing 

Keep Austin Housed 

Recuperative Care 

Rapid Rehousing Services 

Fundraising 

Administration 

NOTE 9: OPERATING LEASES 

$24,773 

22,326 

9.348 

$56.447 

$2,798,775 

1,197,240 

591,655 

584,168 

567,341 

71.431 

5,810,610 

171.526 J--ib 

1.000.107 

$6.982.243 

Front Steps leases office space under an operating lease which will expire in February 2021. 
Total office rent expense lor the year ended 30 September 2017 amounted to approximately 
$35,000. Total minimum future office lease payments aTe: 

2018 $36,256 

20!9 37,638 

2020 38,614 

2021 16.258 

$!78.766 

-I 0-



FRONT STEPS, INC. 

NOTES TO FINANCIAL STATEMENTS 

NOTE 10: PIUOR PEIUOD ADJUSTMENT 

Awards and contracts receivables in the statement of net position were understated by $93,660 
as of30 September 2016 which resulted in net assets begin understated by $93,660. A prior 
period adjustment has been posted to restate beginning net assets. A prior period adjustment 
has been recorded to correct the beghming unrestricted net assets. The effects of this 
adjustment on the change in net assets is an increase of $93,660 for the year ended 30 
September 2016. 

-11-



Montemayor Britton Bender PC 
CERTIFIED PUBLIC ACCOUNTANTS 

Board of Directors and Management 
Front Steps, Inc. 

INDEPENDENT AUDITOR'S REPORT ON INTERNAL CONTROL OVER FINANCIAL 
REPORTING AND ON COMPLIANCE AND OTHER MATTERS BASED ON AN AUDIT OF 

FINANCIAL STATEMENTS PERFORMED IN ACCORDANCE WITH GOVERNMENT AUDITING 
STANDARDS 

We have audited, in accordance with the auditing standards generally accepted in the United States of 
America and the standards applicable to :financial audits contained in Government Auditing Standards 
issued by the Comptroller General of the United States, the financial statements afFront Steps, Inc. (Front 
Steps) which comprise the statement of financial position as of 30 September 2017, and the related 
statements of activities, and cash flows for the year then ended, and the notes to the :financial statements, 
and have issued our repmtthereon dated 9 June 2018. 

Internal Control Over Financial Reporting 
In planning and performing our audit of the financial statements, we considered Front Steps' internal 
control over fmancial reporting (internal control) to determine the audit procedures that are appropriate in 
the circumstances for the purpose of expressing our opinion on the financial statements, but not for the 
purpose of expressing an opinion on the effectiveness of Front Steps' internal control. Accordingly, we 
do not express an opinion on the effectiveness afFront Steps's internal control. 

A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the normal course of performing their assigned functions, to prevent or 
detect and correct misstatements on a timely basis. A material weakness is a deficiency, or combination 
of deficiencies, in internal control such that there is reasonable possibility that a material misstatement of 
the entity's financial statements will not be prevented, or detected and corrected on a timely basis. A 
significant deficiency is a deficiency, or a combination of deficiencies, in internal control that is less severe 
than a material weakness, yet important enough to merit attention by those charged with governance. 

Our consideration of internal control was for the limited purpose described in the first paragraph of this 
section and was not designed to identifY all deficiencies in internal control that might be material 
weaknesses or significant deficiencies. Given these limitations, during our audit we did not identifY any 
deficiencies in internal control that we consider to be material weaknesses. However, material weaknesses 
may exist that have not been identified. 

2525 WALLING WOOD DIUVE 
BUILDING 1, Sur!E 200 
AUSTIN, 1EXAS 7B746 
PHONE: 512.4420580 

FAX: 512.4420817 
'\VWw.montemayor.team 



Compliance and Other Matters 
As part of obtaining reasonable assurance about whether Front Steps' financial statements are free from 
material misstatement, we performed tests ofits compliance with certain provisions oflaws, regulations, 
contracts, and grant agreements, noncompliance with which could have a direct and material effect on the 
determination of financial statement amounts. However, providing an opinion on compliance with those 
provisions was not an objective of our audit, and accordingly, we do not express such an opinion. The 
results of our tests disclosed no instances of noncompliance or other matters that are required to be reported 
under Government Auditing Standards. 

Purpose of this Report 
The purpose of this report is solely to describe the scope of our testing of internal control and compliance 
and the results of that testing, and not to provide an opinion on the effectiveness of the organization's 
internal control or on compliance. This report is an integral part of an audit performed in accordance with 
Government Auditing Standards in considering the organization's internal control and compliance. 
Accordingly, this communication is not suitable for any other purpose. 

9 June2018 
Austin, Texas 

-13-
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Montemayor Britton Bender PC 
CERTIFIED PUBLIC ACCOUNTANTS 

Board of Directors and Management 
Front Steps, Inc. 

INDEPENDENT AUDITOR'S REPORT ON COMPLIANCE FOR EACH 
MAJOR PROGRAM AND ON INTERNAL CONTROL OVER 
COMPLIANCE REQUIRED BY THE UNIFORM GUIDANCE 

Report on Compliance for Each Major Federal Program 
We have audited Front Steps, Inc.'s (Front Steps) compliance with the types of compliance requirements 
described in the OMB Compliance Supplement that could have a direct and material effect on each afFront 
Steps' major federal programs for the year ended 3 0 September 20 17. Front Steps' maj orfederal pro grams 
are identified in the summary of auditor's results section of the accompanying schedule of findings and 
questioned costs. 

Management's Responsibility 
Management is responsible for compliance with federal statutes, regulations, and the terms and conditions 
of its federal awards applicable to its federal programs. 

Auditor's Responsibility 
Onr responsibility is to express an opinion on compliance for each afFront Steps' major federal programs 
based on our audit of the types of compliance requirements refen-ed to above. We conducted ow· audit of 
compliance in accordance with auditing standards generaHy accepted in the United States of America; the 
standards applicable to financial audits contained in Government Auditing Standards, issued by the 
Comptroller General of the United States; and the audit requirements of Title 2 U.S. Code of Federal 
Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards (Uniform Guidance). Those standards and the Uniform Guidance require that we plan 
and perform the audit to obtain reasonable assurance about whether noncompliance with the types of 
compliance requirements refen·ed to above that could have a direct and material effect on a major federal 
program accun-ed. An audit includes examining, on a test basis, evidence about Front Steps' compliance 
with those requirements and performing such other procedmes as we considered necessary in the 
circumstances. We believe om audit provides a reasonable basis for ow· opinion on compliance for each 
major federal program. However, our audit does not provide a legal determination of Front Steps' 
compliance. 

2525 WAIJ.INGWOOD DRIVE 
BUILDING 1, SUITE 200 
AUSflN, TEXAS 78746 
PHONE: 512.442.0380 

FAX: 512.4420817 
www.montemayor.team 



Opinion on Each Major Federal Program 
In our opinion, Front Steps complied, in all material respects, with the types of compliance requirements 
referred to above that could have a direct and material effect on each of its major federal programs for the 
year ended 30 September 2017. 

Report on Internal Control Over Compliance 
Management afFront Steps is responsible for establishing and maintaining effective internal control over 
compliance with the types of compliance requirements referred to above. In planning and performing our 
audit of compliance, we considered Front Steps' internal control over compliance with the types of 
requirements that could have a direct and material effect on each major federal program to determine the 
auditing procedures that are appropriate in the circumstances for the purpose of expressing an opinion on 
compliance for each major federal program and to test and report on internal control over compliance in 
accordance with the Uniform Guidance, but not for the purpose of expressing an opiuion on the 
effectiveness of internal control over compliance. Accordingly, we do not express an opinion on the 
effectiveness of Front Steps' internal control over compliance. 

A deficiency in internal control over compliance exists when the design or operation of a control over 
compliance does not allow management or employees, in the normal course of performing their assigned 
functions, to prevent, or detect and correct, noncompliance with a type of compliance requirement of a 
federal program on a timely basis. A material weakness in internal control over compliance is a 
deficiency, or combination of deficiencies, in internal control over compliance, such that there is a 
reasonable possibility that material noncompliance with a type of compliance requirement of a federal 
program will not be prevented, or detected and corrected, on a timely basis. A significant deficiency in 
internal control over compliance is a deficiency, or a combination of deficiencies, in internal control over 
compliance with a type of compliance requirement of a federal program that is less severe than a material 
weakness in internal control over compliance, yet important enough to merit attention by those charged 
with governance. 

Our consideration of the internal control over compliance was for the limited purpose described in the first 
paragraph of this section and was not designed to identify all deficiencies in internal control over 
compliance that might be material weaknesses or significant deficiencies. We did not identify any 
deficiencies in internal control over compliance that we consider to be material weaknesses. However, 
material weaknesses may exist that have not been identified. 

The purpose of this report on internal control over compliance is solely to describe the scope of our testing 
of internal control over compliance and the results of the testing based on the requirements of the Uniform 
Guidance. Accordingly, this report is not suitable for any other purpose. .pc 

tri}Ji;T .f>~ .B~ 
9 June 2018 
Austin, Texas 
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FRONT STEPS, INC. 
SCHEDULE OF EXPENDITURES OF FEDERAL A WARDS 

YEAR ENDED 30 SEPTEMBER 2017 

Federal Grantor/ 
Pass-through Grantor/ 

Program Title 

Federal Awards: 

CORPORATION FOR NATIONAL AND 
COMMUNITY SERVICE 

One Star Foundation: 
Americorps 

U.S. DEPARTMENT OF HOUSING AND 
URBAN DEVELOPMENT 

Passed-through City of Austin: 
Emergency Solutions Grant Program 

Rapid Rehousing Program 

Rapid Rehousing Program 

Homeless Management lnfonnation Systems 

Supportive Housing 

Supp01tive Housing 

BUD III-Samaritan 

HUD III-Samaritan 

DEPARTMENT OF VETERANS AFFAIRS 

VA Supportive Services for Veteran Families 
(SSVF) Program 

Federal 
CFDA 

Number Award Number 

94.006 12FXHTXOOI0006 

14.23 I NGI50000006 

14.231 NG16000000!1 

14.231 NG1600000010 

14.231 NGI 700000009 

14.235 TX0034L6J031508 

14.235 TX0034L6J031609 

14.235 TX0255L6J031505 

14.235 TX0255L6J031404 

64.033 C15-TX-503A 

Expenditures 

$397.226 

313,922 

21,780 

46,809 

23,084 

405,595 

120,258 

44,452 

168,268 

38,807 

371,785 

1.127.461 

$2,302.067 

NOTE 1: This schedule is prepared on the same basis as the financial statements. Refer to the notes 
to the financial statements on pages 6-11 for applicable accounting policies. 

NOTE 2: Front Steps did not elect to use the 10% de minimis inclirect cost rate. 

See independent auditor's report. 
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FRONT STEPS, INC. 

SCHEDULE OF FINDINGS AND QUESTIONED COSTS 

YEAR ENDED 30 SEPTEMBER 2017 

SUMMARY OF AUDITOR'S RESULTS 

A. FINANCIAL STATEMENTS 

I. Type of auditor's report issued: 

2. Internal control over financial rep01ting: 

a. Material weakness(es) identified? 

b. Significant deficiency(ies) identified that are not 
considered to be material weakness( as)? 

c. Noncompliance material to financial statements noted? 

B. FEDERAL AWARDS 

1. Internal control over major programs: 

a. Material weakness(es) identified? 

b. Significant deficiency(ies) identified that are not 
considered to be material weakness( es )? 

c. Type of auditor's report issued on compliance for 
major programs: 

d. Any audit findings disclosed that are required to be 
reported in accordance with 2 CFR section 200.5!6(a)? 

2. Major programs: 

Unmodified 

No 

None Noted 

No 

No 

None Noted 

Unmodified 

No 

CFDA#64.033 VA Supportive Services for Veteran Families Program 

3. Dollar threshold used to distinguish between type A and Type B programs: 

4. Auditee qualified as low-risk auditee? 

C. FINANCIAL STATEMENT FINDINGS 

1. Current year - none 

2. Prior year - see attached 

D. FEDERAL FINDINGS AND QUESTIONED COSTS None Noted 

See independent auditor's report. 
-17-
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FRONT STEPS, INC. 

SCHEDULE OF PRIOR AUDIT FINDINGS 

30 SEPTEMBER 2017 

FINANCIAL STATEMENT FINDINGS 

2016-00 I J ow-nal Entries 
Status: Corrected. 

2016-002 Bank Reconciliations 
Status: Corrected. 

2016-003 Improve Monthly Closing Procedures and Material Audit Adjustments 
Status: Corrected. 

FEDERAL AWARD FINDINGS AND QUESTIONED COSTS 

2016-004 Vendor payments in excess of that allowable by program 
Status: Corrected. 

20 16-005 Expenses relating to 2015 reported as 2016 expenses 
Status: Corrected. 

11J. 



Montemayor Britton Bender PC 
CERTIFIED PUBLIC ACCOUNTANTS 

Board of Directors and Management 
Front Steps, Inc. 

COMMUNICATIONS WITH THOSE CHARGED WITH GOVERNANCE 

We have audited the financial statements afFront Steps, Inc. (Front Steps) for the year ended 30 September 
2017, and have issued our report thereon dated 9 June 2018. Professional standards require that we provide 
you with information about our responsibilities under generally accepted auditing standards, and 
Government Auditing Standards, issued by the Comptroller General of the United States; and the audit 
requirements ofTitle 2 U.S. Code of Federal Regulations Part200, Uniform Administrative Requirements 
Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) as well as certain 
information related to the planned scope and timing of our audit. We have communicated such infotmation 
in our letter to you dated 9 October 2017. Professional standards also require that we communicate to you 
the following information related to our audit. 

Our Responsibility under U.S. Generally Accepted Auditing Standards and Uniform Guidance 
As stated in our engagement letter, our responsibility, as described by professional standards, is to express 
an opinion about whether the consolidated financial statements prepared by management with your 
oversight are fairly presented, in all material respects, in conformity with U.S. generally accepted 
accounting principles, Government Auditing Standards and Uniform Guidance. Our audit of the 
consolidated fmancial statements does not relieve you or management of your responsibilities. 

Because an audit is designed to provide reasonable, but not absolute, assurance and because we will not 
perform a detailed examination of all transactions, there is a risk that material misstatements may exist and 
not be detected by us. In addition, an audit is not designed to detect immaterial misstatements or violations 
of laws or governmental regulations that do not have a direct and material effect on the consolidated 
fmancial statements. Our responsibility as auditors is limited to the period covered by our audit and does 
not extend to any later periods for which we are not engaged as auditors. 

Accounting Policies 
Management is responsible for the selection and use of appropriate accounting policies. The significant 
accounting policies used by Front Steps are described in Note 2 to the financial statements. No new 
accounting policies were adopted and the application of existing policies was not changed during fiscal 
year 2017. 

2525 WALLINGWOOD DRIVE 
BUILDING I, SUITE 2JJO 
AUSTIN,1EXAS 7874G 
PHONE: 512.442.0380 

FAX' 512.442.0817 
www.montemayor.team 



Board of Directors and Management 
Front Steps, Inc. 
Communications with Those Charged with Governance 
Page2 

We noted no transactions entered into by the organization during the year for which there is a lack of 
authoritative guidance or consensus. AU significant transactions have been recognized in the financial 
statements in the proper period. 

Accounting Estimates 
Accounting estimates are an integral part of the fmancial statements prepared by management and are 
based on management's knowledge and experience about past and current events and assumptions about 
future events. Certain accounting estimates are particularly sensitive because of their significance to the 
financial statements and because of the possibility that future events affecting them may differ significantly 
from those expected. The most sensitive estimates affecting the financial statements were: 

1. Management's estimate of the useful lives of fixed assets is based on general knowledge of the 
assets involved and customary lives used by other organizations for similar assets. We 
evaluated the key factors and assumptions used to develop the estimated useful lives of fixed 
assets (and related accumulated depreciation) in determining that they are reasonable in 
relation to the fmancial statements taken as a whole. 

2. Management's estimate of the functional allocation of expenses is based on estimates of time 
spent by staff on various functional activities. We evaluated the key factors and assumptions 
used to develop the allocation of functional expenses in determining that they are reasonable 
in relation to the financial statements taken as a whole. 

3. Management's estimate of the value of donated food and supplies is based on the fair market 
value at the time of donation. We evaluated the key facto1·s and assumptions used to develop 
the value of the donated food and supplies in determining that it is reasonable in relation to the 
financial statements taken as a whole. 

Difficulties Encountered in Performing the Audit 
We encountered no significant difficulties in dealing with management in performing and completing our 
audit. 

Uncorrected Misstatements 
Professional standards require us to accumulate all known and likely misstatements identified during the 
audit, other fuan fuose that are trivial, and communicate them to the appropriate level of management. The 
attached schedule summarizes uncorrected misstatements of the financial statements. Management has 
dete1mined fuat their effects are innnaterial, both individually and in the aggregate, to the financial 
statements taken as a whole. 

Disagreements with Management 
For purposes of this letter, a disagreement with management is a financial accounting, reporting, or 
auditing matter, whether or not resolved to our satisfaction, fuat could be significant to the fmancial 
statements or the auditor's report. We are pleased to report that no such disagreements arose during the 
course of our audit. 



Board of Directors and Management 
Front Steps, Inc. 
Communications with Those Charged with Governance 
Page3 

Management Representations 
We have requested certain representations from management that are included in the management 
representation letter dated 9 June 2018. 

Management Consultations with Other Independent Accountants 
In some cases, management may decide to consult with other accountants about auditing and accounting 
matters, similar to obtaining a "second opinion" on certain situations. If a consultation involves application 
of an accounting principle to Front Steps' financial statements or a determination of the type of auditor's 
opinion that may be expressed on those statements, our professional standards require the consulting 
accountant to check with us to determine that the consultant has all the relevant facts. To our knowledge, 
there were no such consultations with other accountants. 

Other 
We generally discuss a variety of matters, includiog the application of accounting principles and auditing 
standards, with management each year prior to retention as the organization's auditors. However, these 
discussions occurred in the normal course of our professional relationship and our responses were not a 
condition to our retention. 

With respect to the supplementary information accompanying the financial statements, we made certain 
inquiries of management and evaluated the fmm, content, and methods of preparing the information to 
determine that the information complies with U.S. generally accepted accounting principles, the method 
of preparing it has not changed from the prior period, and the information is appropriate and complete in 
relation to our audit of the financial statements. We compared and reconciled the supplementary 
information to the underlying accounting records used to prepare the financial statements or to the financial 
statements themselves. 

This information is intended solely for the use of the Board of Directors and management of Front Steps 
and is not intended to be, and should not be, used by anyone other than these specified parties. 

9 June2018 
Austin, Texas 



Line of credit 

FRONT STEPS, INC. 

UNCORRECTED MISSTATEMENTS 

30 SEPTEMBER 2017 

Interest & bank charges 

Accrued liabilities 

Payroll expense 

Accounts payable 

Other expense 

Cash 

Accounts payable 

$3,744 

$3,744 

$13,824 

$13,824 

$28,506 

$28,506 

$37,545 

$37,545 

/1 (p, 



Sheila Jose h 

From: 
Sent: 
To: 
Subject: 

FAC ACCEPTED DATE: 6/28/2018 

ERD FAC <govs.fac.ides@census.gov> 
Friday, June 29, 2018 12:34 PM 
Sheila Joseph 
Single Audit Submission Accepted~ FRONT STEPS, INC (2017), Report ID: 767343 

AUOITEE NAME: FRONT STEPS, INC. 
REPORT ID: 767343 
FISCAl YEAR END DATE: 9/30/2017 

The Single Audit submission for the above referenced organization has been accepted by the Federal Audit Clearinghouse (FAC). No further action is needed. 

Your FAC Accepted Date is: 6/28/2018. Please retain this e-mail for your records. 

Sincerely, 
Federal Audit Clearinghouse 
https :/ /ha rvester.census.gov /facides 
govs.fac.ides@census.gov 



FRONT STEPS ..... 
"Front Steps provides a pathway home for our neighbors experiencing homelessness by offering 
emergency shelter, affordable housing, recuperative medical care, and supportive services, and 

by promoting community awareness." 

7:00AM Call to Order 

Front Steps Board of Directors' Meeting 
October 25, 2017 

7:05AM Regular Session: Review and Approve September Board Meeting Minutes 
7: 1 0 AM Executive Session: Discuss Executive Director and HR Positions; Strategic 
Planning 
8:00AM Regular Session 

Brief Reports 
Finance Committee Report - review and approve finance report 
-Governance- Nomination of Kelly McDonald as Vice President 
Development- Golf tournament results 
Programs - Cloudbreak update 

8: 15 AM Leadership Staff Discussion and Board Listening Session 
8:30AM Adjourn 

Board of Directors Meeting Minutes 
September 27, 2017 

Members present: Rod Jolmson, Jim Briggs, Jenny Turney, Kelly McDonald, PROXY: Tim 
Aronson and Sam Kumar 
Members absent: Tim Aronson, Adrian Marks, Eric Sterling 
Members present via phone: Scott Ferguson and Jolm McFarland 
Staff present: Mitchell Gibbs, Kay Klotz, Sheila Joseph, Greg McCormack, Trey Nichols, 
Stephanie Lane 
Guests: Sabelyn Arden 

12:11 Call to Order- BOD recognizes resignation letters from Sam Kumar effective 9/28/17 
and fi·om Eric Sterling effective 9/25117 
12:12 Approval of Minutes from prior board meeting- Kelly motions, Jenny seconds. 

Motion passes - amendment of Scott being listed twice and to take Will out 
12:07 Acceptance of Board Reports Rod motions, Kelly seconds 
Highlights: Finished 30 day piolet. We will continue some components, still working with the 
COA Innovation Team for future plans. 

• Mitchell's Reflections: We were not given a clear goal at the beginning to it is hard to 
measure the outcomes 

• Food did not seem to be what attracts clients here to this area 
• Caritas will continue their community meal, Salvation Army will not 
• We created a budget to start feeding every client checked into ENS 

High turnover with staff: various reasons, not all bad. Kay working on a new Grant Writer 



FRONT STEPS~ 
12:22 Review & Accept 17/18 Budget (Sheila) 

• City contract, not much change - HHSP will have a small increase 
• Greg was granted an extension for VA 
• KAH - approval, still need more members for this year - continued recruitment 
• HUD and Housing- small increase due to COLA 
• RCP - given notice by Monte Siesta to vacate clients as they are closing contract. Going 

through discussions with potential new location, may cost more 
• Development - removed 3 events to increase in other areas 
• Open discussion about BOD membership fees 
• Adjustments in Administrative departments 
• Revenue from Mrs. Robinsons gift not reflected in Finance Reports 
• Kumar will fund CM position another year 
• Discussion on why personnel costs are 50% of annual budget 
• New auditors: solicited 5 reviewed 3, chose Monte Mayor 

o Rod motions, Jim seconds 
12:50 Re ·ew Accept Finance Report & Budget Recap 

• lnv cont up $219k 
• Board Donations down 
• Corporate contract up 
• Report # 1: off by $20k - will end up balancing out 
• COA $390 as of now, should zero out 
• over in rent collected from clients 
• Special Events - new Bid Pal costs 
• Summer Even - Purse Event $7k 
• Texas Mutual Dividend received 
• Monte Siesta paid back $20k, going back to Central Health 
• Surplus $50k at end of month 
• HHSP - completed this grant 

1:02 Committee Report 
LEP and Protected Information policy change: Jim motion, Jenny seconds 

12:35 Program Committee Update (Greg) 
• Conversations with Cloudbreak to join or Program Committee 

o CB looked at 1 property in South Austin 
o Researching the groundwork within the city for this project 

1:16 Development Update (Kay Klotz) 
• Purse Power: great reviews! 

o Every purse was sold 
o Repeat event every 2 years 
o $24k made, $10k in profit 

• Golf Event coming up 
• Oct 261h - Tori Birch purse store - 10% of sales donated 

I 11 



FRONT STEPS~ 
• Dec 2"d - ELF movie fundraising event 
• Board of Realtors- Winter fundraised for PSH 

1:29 Governance Report (John McFarland) 
• 2.5 resignations: Sam, Eric, Tim 
• Sam available as a resource 
• Consider changing tetms, would need to change bylaws 
• Talk about meeting every other month 
• Advisory Board/FOPS: continue to work on 

1:41 Meeting Adjourned 

Executive Director (Mitchell Gibbs) September Overview 

• Community Conversations: 
o Downtown Pilot 
o MAP and Homeless Health 
o HOST 
o I-Team I ARCH Planning 
o Technology @ARCH 
o BSS+ collaborative agency changes 
o ECHO Membership Council submission ofHUD application 
o 9 City Council resolutions on homelessness- Asst Cty Mgr Sara Hensley leading 

• Fundraising I Contracts 
o ESG contract increase 
o ESG Lifeworks partnership 
o SSVF Monitoring 
o Nursing Home change 
o Purse Power 
o Golf 
o End of year reporting and contract closeouts 
o Contract renewals 

• Personnel/ Training 
o Mental Health First Aid - All 
o Texas Homeless Network conference 
o Healthcare open enrollment and initiation 
o Filled 3 Operations I Lost 2 Operations staff 
o Ryan Burke- SSVF Mgr leaving 
o 28 AmeriCorps hired and started 
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Front Steps Monthly Success Measures 

Reporting l=>eri<ld:·.oetol>er2o1E>:S:e!li2017 

!Shelter Case Management 

Permanent Supportive Housing 

Keep Austin Housed- AmeriCorps 

Recuperative Care 

Re-Housing 

\Streets of Hope 

!Number of new volunteers 

Board Meeting Month: Oct 2017 

1,050 0 223 



Board of Directors Meeting Minutes 

December 6th, 2017 

Members Present: Rod Johnson, John McFarland, Scott Ferguson, Jenny Turney, 

Tim Aronson and Kelly McDonald 

Members Absent: Jim Briggs, Adrian Marks 

Staff present: Sheila Joseph, Greg McCormack, Kay Klotz, Sharon Lowe, Trey 

Nichols 

8:01 Call to Order 

Approval of amended minutes from prior board meeting. John motions, Scott 

seconds 

Motion Passes 

Review and Accept Finance Report (Sheila) 

• $250K in account at end of FY 

• $60K left to spend down end of October 

• Some extensions are still out so after all is said and done amount will be 

lower. 

• ESG or Rapid Rehousing has not been executed. The City grant ended 

September 301h which allowed FS to extend thru December. New grant 

started October 1. 

• ARCH, ARCH extension and PSH executed. 

• Cash balance due to underspending throughout. Mostly underspending on 

personnel. 

• Greg said we have to make sure to have a plan to spend those dollars. 

• Rod said city is ok with same salary for the new ED but wants to see things 

expensed. Overall goal is to get the salary up. 

• Sharon said they are looking at bonuses. 

• If entry level position were higher we might get better candidates. 

• Cash was closely aligned with Budget due to Ms. Robison's donation. $250k 

for this fiscal year. 

• Scott pointed out that the city hourly wage is higher than FS. 

• Trey mentioned floor staff wages specifically. 



• Signature cards in on Ameritrade 

Motion was made by John McFarland to accept the finance report; Jenny 

seconds. 

Human Resources Update (Sharon) 

• Holiday Schedule mentioned 

• Looking at giving everyone the holiday. 

• Weekend shifts only get 9 of the 12 paid holidays everyone else gets. 

• 40 hrs. = 10 holidays 

• Need a plan for Christmas 2017. Weekend staff was told they'd get it 

whether it be a Fri./Mon . or a Mon/Tues. BOD fine with what leadership 

team decides. 

Governance Report (John McFarland) 

• Slate of Officers. Rod- President, Kelly- V.P., Scott- Treasurer, Jenny

Secretary. 

John moved to accept the slate of officers and Tim seconded. 

• John and Kay met with Duane Banks, a potential board member who works 

at Facebook. He approached Kay. He is already involved with FS. He is in 

finance at Facebook and was homeless for a time and his Uncle is homeless. 

He operated nonprofits before and managed clinics. He is married with a 

family and wants to establish a long-term relationship with FS and 

Facebook. Very focused on family. Will bring him in on our January BOD 

meeting. 

• Jenny's candidate is Bonnie who is an Interfaith Minister and Hospice 

Chaplain . She has been volunteering at FS and approached Jenny at Purse 

Power about her interest in serving on the Board . Will be meeting with 

John and Rod for breakfast. 

Development Update (Kay Klotz) 

• Went to Elf movie. Bill Mange rented the theater. 126 seats filled. He spent 

$10k and we got $500. He was not pleased with how it turned out. Too 

many people gave their tickets away and donations suffered. 



• Grant Writer: Ryan Clinton is ready to go. Doing PSH. Has experience in 

government grant writing. 

• Jenny's Holiday on the Trail- spoke to lots of people. There was a raffle and 

$600 was raised for FS. 

• Board of Realtors appliance drive. Will go to PSH. Exposure to 13,000 

Realtors. 

• Senator Watson- Keep Warm Campaign. Website links to our giving page. 

We will get blankets from this. 

Program Committee Update (Greg) 

• No call last Friday. 

• Jim and Sabelyn still involved. 

• Discussion with new owners of Palms. It was sold to TMG. 

• Also selling Crosscreek- found a buyer, lots of code violations; we have one 

client and Integral Care has lots of clients there. 

• New groups are honoring all vouchers. 

• Cloud break here last month. Looked at S. Austin marketplace. 

Additional Discussion 

• Sharon wanted to make sure we knew that 239 hours of Mitchell's leave 

will be paid out of Mitchell's separation agreement. 

• Lee asked for his separation clause as well. Hours that were left over will 

be paid out (120 hour). 

Meeting Adjourned 

Executive Session Called 
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Front Steps Monthly Success Measures 

Reporting.Perioft:.C?!:f~i>er2o17:"si.pt2o'l8 
"Ciientnwnbers are al/wrduplicated, unless othen1•ise indicated 

I Shelter Case Management 

Permanent Supportive Housing 

Keep Austin Housed- AmeriCorps 

!Recuperative Care 

Re-Housing 

\Streets of Hope 

Board Meeting Month: Dec 2017 l 
YTD YTDGoal 2018 Goal 2017 Actual 

383 0 223 



Board of Directors Meeting Minutes 

January 24th, 2018 

Members present: Rod Johnson, John McFarland, Jim Briggs, Jenny Turney, Kelly McDonald, Adrian Marks, Scott 

Ferguson 

Members absent: 

Staff present: Kay Klotz, Sheila Joseph, Greg McCormack, Trey Nichols, Sharon Lowe 

Guests: Bonnie McKinstry, Duane Banks 

8:07 a.m. Meeting called to order: Rod recognizes guests Bonnie and Duane and has them introduce 

themselves. 

12:12 Approval of Minutes from prior board meeting- John motions, Jim seconds. 

Motion passes 

Review & Accept 17/18 Budget (Sheila) 

• Cash down a little. Ms. Robertson' s donation makes up for it. 

• $700k in revenue. 

• Contracts have taken a while and we are waiting on ESG . We took a hit in RCD. 

• Costs are up since we switched to Heritage. Greg met with Heritage and Central Health to work out 

kinks. 

• Compared to 2017 cash was down because of personnel; VA contract still spending down. 

• New VA starts in March. It is a 3-year contract. 

• City contract spent down. 

• Audit is delayed to weather and illness 

John motions to accept Finance Report and Jim seconds. Motion passes. 

Review & Accept H.R. (Sharon) 

• 4 new hires and 4 exits each month. Total gains 51 and total losses 48. 50% turnover 

• Rod mentioned that board will engage in strategic planning- wages lower than what city pay. Plan to 

get advice from leadership and staff. 

• We have more of a problem with retention than recruiting, especially in Shelter Ops. We pay $11/hour. 

• Greg added that we have hired 3 recent interns and that is going well. 

Review & Accept Development (Kay) 

• Hired a new Grant Writer named Jenny. She is very experienced 

• Holiday appeal best we've ever had. $50k as opposed to $40k in past year 

Programs (Greg) 

• HUD grants renewed. Data score puts us in a lower category; scores have increased and it is ideal to be 

in tier 1. 

• SSVF grant we got in a renewal 



• Trey and his team did a great job during the cold weather days. 

• Forums: some staff have attend the city gatherings. An additional "Red River" district is being added. 

There have been misconceptions at forums. Rod mentioned a broader plan to get more info out to the 

community. 

• Feb. 6'h forum for Front Steps Staff and Board is at 2:30p.m. 

• Annual homeless count is this upcoming Friday and Saturday. HUD requirement and ECHO is 

coordinating. 

Governance (John) 

• Bonnie and Duane introduced again. 

• Set calendar for a retreat. 

• Discussed Board being more visible. 

Meeting adjourned at 9:03 a.m. to go into Executive Session 

~o1 
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Front Steps Monthly Success Measures 

Fi~l'~rtillg Peridct: .dcfobe'r2o1t :s<ipf2ofs· 
*Client numbers are al/unduplicated, unless othenvise indicated 

Shelter Case Management 

I Permanent Supportive Housing 

Austin Housed- AmeriCorps 

!Recuperative Care 

Re-Housing 

!Streets of Hope 

Communication 

!Number of new volunteers 

Board Meeting Month: Jan 2018 

YTD YTDGoal 2018 Goal 2017 Actual 

102 0 223 



Board of Dii·ectors Meeting Minutes 
February 28th, 2018 

Members present: Rod Johnson, John McFarland, Jim Briggs, Jenny Turney, Kelly McDonald, Adrianne 
Wempe, Scott Ferguson, Bonnie McKinstry, Dwayne Banks 

Members absent: Jim Briggs, Tim Aronson 

Staff present: Kay Klotz, Sheila Joseph, Greg McCormack, Trey Nichols, Sharon Lowe 

Guests: Christina Wisdom 

8:14a.m. Meeting called to order: Rod recognizes guest Christina Wisdom 

8:16 a.m. Approval of Minutes ft·om prior board meeting- John motions, Scott seconds. 

Motion passes 

Committee Reports 

Review & Accept 17/18 Budget (Sheila) 

• January cash up; ahead of budget 
• Opening at 95K; revenue up as we are starting to get Recuperative Care Program. We got $190,000 in 

January 

• Operating expenses up. 
• Auditors will be here on March 5'11 for 2 weeks. 

Jenny motions to accept Finance Repot·t and Adrianne seconds. Motion passes. 

H.R. (Shat·on) 

• 2 gains; Greg and June 
• No losses for February 
• Few terminations 
• Discussion with Trey and Greg re: restructuring and filling Program Director position. 

Development (Kay) 

• Luncheon scheduled for May 24111 at the Fairmont 
• Golf Tournament in October 

Programs (Greg) 

• We have some new programs with Lifeworks and Rapid Rehousing. 

• City applied for special funding from HUD for Rapid Rehousing for the 75 hardest to serve individuals. 
This is a 2 year grant. 

• X-ray machine down. Staff has some concerns so we got a security guard. We got a grant from Lola 
Wright to buy a new one. $34,000 to purchase. 

• Success measure on charts to be adjusted since the #'s are all off. 



Shelter Opet·ations (Trey) 

• 3'd floor shutting down to get rid of bed bugs. Putting client belongings in lockers. 
• Process in place to combat problem including a monthly service. Discussion with City about contract of 

who can possibly cover expenses going forward. 
• Kelly to review response to City on Health and Safety Issues. 

Govemance (John) 

• 2 new members Dwayne and Bonnie 
• John and Jim rolling off. 
• Bylaws states that I member has to have received services from the ARCH. 
• Yz day board training. 

Othet· Discussion 

• Sam Kuma has an interesting project. He has identified property for 72 units for PSH. 
• Would be helpful to have a committee/group to meet with Sam on this. 
• Rod suggested getting Diana Greg to help with the funding part (thru Ann Howard) 
• Cloudbreak relationship about to expire. They have not been very proactive. 
• John discussed a Transition Team to help Greg. Greg said he would like to meet with Board members 

individually to get feedback. He will reach out. 
• Board Strategic Planning this spring. Possibly end of April before the luncheon in May. 
• Discussed voting Sabelyn back on the Board. 
• Discussed different schedule for Board meetings. 

Meeting adjoumed at 9:37 a.m. 



Front Steps Monthly Success Measures 

Rep()~ihg)>eriod: ocioller 2oi t' siipf:io1a 
*Client mtmbers are al/undup/ica/ed, unless othenvise indicated. 

I Shelter Case Management 

I Permanent Supportive Housing 

Austin Housed- AmeriCorps 

!Recuperative Care 

· · Re-Housing 

Streets of Hope 

SSVF 

~ 

Board Meeting Month: Feb. 2018 

YTD YTDGoal 2018 Goal 2017 Actual 

of new volunteers 152 0 223 



Board of Directors Meeting Minutes 
March 281h, 2018 

Members present: Rod Johnson, Jim Briggs, Jenny Turney, Kelly McDonald, Adrianne Wempe, Scott Ferguson, Bonnie 
McKinstry, Dwayne Banks, Tim Aronson 

Members absent: John McFarland 

Guests: none, Molly Mae Potter will be at luncheon - had planned to come to today but cancelled. 

Staff present: Kay Klotz, Sheila Joseph, Greg McCormack, Trey Nichols, Sharon Lowe 

8:16a.m. Meeting called to order 

8:16a.m. Approval of Minutes from prior board meeting- Scott moves to accept and Jim seconds. 

Motion passes 

Committee Reports 

Finance (Sheila) 

• Revenue down ($522,034) and cash up ($730,087) because of billing payment catch up for Recuperative Care 
Program 

• Operating expenses up ($497,211) 
• Scott mentions that we had a slow start on contracts. Compared to budget runs we are doing well. We are around 

our "bump even." 
• 2 other grants that have not taken off- HHS Program and HMIS 
• TD Ameritrade (Mrs. Robinson) money totals $540,000 . 
• Audit update - A-1 audit required by Fed for grants $750,000 and above. Audited 1 times a year. Audits help with 

grant writing. 
• Central Health coming to do an audit 
• Auditors talking about auditing 2 more programs 
• $270,000 in rainy day funds in TD Ameritrade 

Jenny moves to accept Finance report and Adrianne seconds. 

H.R. (Sharon) 

• 76 people onsite 
• Slow month in terms of hiring 
• Just announced that we were raising hourly rate to $13/hr 
• Will look at upper management to make move at some point 
• Looking at other ways to compensate employees and looking at staffing levels and budget adjustments 
• H.R. doing lots of reporting right now 

Development (Kay) 

• Luncheon scheduled for May 241h at the Fairmont 
-Table sponsorship from Austin Board ofRealtors and Rod' s firm 
- 1800 invites will be in the mail 
- 250 in attendance last year 
- 9,000 emails going out April 2nd 
- 1 page w/sponsorship levels 
- reach out to past sponsors 
- John receiving an award and Jim a potential speaker 



Programs/Shelter (Trey/Greg) 

• 3'd floor treated for bed bugs- still not clients on the 3'd floor. Fire alarms still off. Sprinklers reinstalled now and 
fire panel will be reset later today. 

• No lottery until Thurs. March 27 
• NAEH (Nat'l Alliance to end Homelessness) is consulting with the city to evaluate our homeless services. Will 

conduct a site visit to delve into an RFP. 

Governance (Rod) 

• 10 member board- go over committee assignments. Sabelyn is an "off board' member 
• 15 slots total. We need to recruit 5 more members. 
• Looking into a board training to go over strategic planning. Spoke with Tara Leavy. Maybe do a Saturday 

meeting. 
• Date of April 14'h discussed. 9-l. Location TBD. 
• We have 5 committees and need board members to serve on l or more. Committees are: 

-Programs: Sabelyn, Bonnie, Jim 
-Development: Jenny, Tim, Adrianne 
-Governance: Rod, Kelly, John, Jenny 
-Finance: Scott, Rod, Dwayne 
-Executive: Pres, V.P., Sec. 

• Jim's last month since he rolls off; John rolls off in May 

Other Discussion 

• No April board meeting 
• Will be a May meeting. Date TBD ... probably 2"d week of May 

Meeting adjourned at 9:30 a.m. 



~ -

Front Steps Monthly Success Measures 

Repo.-tin!l Period: ()ctol>er 201i" sept 201s 
*Client numbers are all mrdttplicated, unless othenvise indicated 

I Shelter Case Management 

Permanent Supportive Housing 

Keep Austin Housed- AmeriCorps 

!Recuperative Care 

Communication 

I Number of new volunteers 

-C._ 

Board Meeting Month: March. 2018 

YTD YTDGoal 2018 Goal 2017 Actual 

1000 2000 

100 200 223 



Board of Directors Meeting Minutes 
May 10,2018 

Members present: Rod Johnson, Jim Briggs, Jenny Turney, Kelly McDonald, Scott Ferguson, Bonnie 
McKinstry, Dwayne Banks, Tim Aronson, John McFarland 

Members absent: Adrianne Wempe 

Guests: Molly Mae Potter and Blaine Stengall 

Staff present: Kay Klotz, Sheila Joseph, Greg McCormack 

8:05 .m. Meeting called to order 

8:06 a.m. Approval of Minutes from prior board meeting- Kelly moves to accept and Jim seconds. 

Motion passes 

Committee Reports 

Finance (Sheila) 

• Will need a finance and board call at some point 
• Cash looks bleak but we get it all in May 
• Report due to city by end of June 
• Audit report will be given to the board 

H.R. (Greg for Sharon) 

• Doing well with hires 
• 8 hired recently and we are fully staffed on the floor 
• New hourly rate may have impacted 
• Greg has spoken to Trey and he will come on as a Facility Supervisor and oversee infrastructure 
• We are shmi 7-8 positions 

Development (Kay) 

• Luncheon plans going well 
• Parking is self-parking 
• Will recognize staff who have been here I 0 years or more 
• Table layout was shown 

Progmms/Shelter (Greg) 

• City put out an RFI to get more feedback from stakeholders 
• RFQS "qualified service providers" to extend 6 months- assuming half the contract 
• Greg has spoken to other entities to see if they are interested and on one feels it is in their mission 
• Oct I is the new date for the contract 
• New grant for 400,000 with Integral Care for Rapid Rehousing 
• Discussed possible idea on how to clear sidewalk out the ARCH. Need an alternate solution 

Governance (Rod) 

• Executive committee to reach out to each committee 

Othe•· Discussion 



• Next meeting in August 
• Will call a special June meeting for the auditors 

Meeting adjourned at 9:44 a.m. 



~ --....\ 

Front Steps Monthly Success Measures 

Rep6rt'irig·f'eriod:•·ci~>tot.e~201'!~S,epf:20~S 
*Client numbers are allunduplicated, unless othem'ise indicated 

I Shelter Case Management 

!Permanent Supportive Housing 

Austin Housed- AmeriCorps 

Care 

Communication 

!Number of new volunteers 

Board Meeting Month: May 2018 

\'TD YTDGoal 2018 Goal 2017 Actunl 

307 117 200 223 



Front Steps Board of Directors 
Meeting Minutes 

Special Meeting 8 am, Saturday June 9, 2018 
Law Offices of Enoch Kever, PLLC 

Minutes 

5918 W. Courtyard Drive, Suite 500 
Austin, Texas 

Members present: Rod Johnson, Dwayne Banks, Tim Aronson, Scott Ferguson, Kelly McDonald, Jenny Turney 
Guests: Montgomery Britton Bender PC, Certified Public Accountants 
Staff present: Sheila Joseph, Greg McCormack 

8:00 a.m. Meeting called to order 
Presentation of Front Steps Annual Audit Report 2016-2017 by Montemayor Britton Bender for Fiscal 

Year 2016-2017 
Kelly moves to accept the Audit, Scott seconds it. 
Board votes unanimously to accept the 2016- 2017 Independent Audit. 

9:30a.m. 
Executive Session - Review Complaint 

No action taken. 

Meeting adjourned at 9:30 a.m. 



TAB 7: Experience and Compliance 
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TAB 7: Experience and Compliance 

Qualifications 

With 14 years of experience managing and running the ARCH shelter in Austin, Texas, Front 
Steps exceeds the RFQs requirement of 5 years. This successful experience includes providing 
holistic shelter services, evidence-based case management, client centered housing navigation, 
and managing the overall shelter operations and maintenance. Front Steps has a commitment to 
the Austin community and strives to make homelessness rare, brief, and non-recurring. Since 
2004, Front Steps has held a contract with the City of Austin to manage the ARCH and has 
remained in good standing on all contracts, reports, and financial reporting. 

Experience with Local, State, and Federal Funding Reguil·ements 

Front steps has over 21 years proven experience complying with local, state, and federal funding 
requirements, including monthly reporting, segregation of funds, and HUD habitability 
standards. Front Steps has always passed HUD habitability annual monitoring by the City 
according to State ESG requirements. 

Front Steps uses SAGE/MIP's Fund Accounting software (created specifically for non-profits) to 
track, segregate, and report accounting transactions. This software allows for tracking 
transactions by Fund/GL Account/Grant/Program/Department/Restriction. Front Steps is able to 
track data by any of these categories and develop reports for various users by 
Program/Grant/Department, etc. The system operates as a SQL data file and is expandable to 
accommodate organizations much larger than Front Steps. Budgets are identified accordingly 
and Front Steps tracks the budgets to the activities. 

Front Steps has systems in place to ensure separation of duties, and all transactions are approved 
by more than one staff member. Accounting policies and procedures are directed to the 
administration of public funds with the requisite separation of duties and tracking of various 
funds. Continuing education includes updates of non-profit organization financial management 
and rep01iing in order for the staff to stay current with regard to changes in GAAP (generally 
accepted accounting principles) that may be related to grant tracking and reporting. The Finance 
Director is equipped with hard copies and on-line versions of the various OMB circulars, Yell ow 
Book, and GAAP guides necessary to assure compliance. 

Front Steps undergoes an annual audit (including Single Audit) by independent accounting firms 
with extensive non-profit and federal single audit experience. The auditors' reports are 
submitted to the grantors and program administrators as required. Front Steps has received 
federal grant funds for 9 years through the AmeriCorps State program and for 4 years through 
Emergency Shelter Grant funds administered through the City of Austin. Both fiscal and 
program staff are familiar with the requirements of managing a federal grant, including 
determining eligibility, documentation, reporting, and financial management. Staff utilizes the 
OMB circulars and AmeriCorps provisions for understanding and clarification of program 
requirements. 
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Members of the Board Executive Committee receive monthly financial reports and these are 
discussed with the Executive Director and Finance Director. The bank reconciliations are 
reviewed by the Board Treasurer and or other members of the Executive Committee on a regular 
basis. 

Coo1·dinated Entry and Housing First 

Front Steps uses Housing First and Harm Reduction principals, as well as the Coordinated Entry 
Process to assist in ensuring homelessness is rare, brief and non-recurring in our community. 
Front Steps is fully involved and invested in the Coordinated Entry Process. We were at the 
forefront of implementing Coordinated Entry (CE), with the first direct staff administering 
Coordinated Assessments (CA) with individuals experiencing homelessness. Front Steps is 
present at all CE-related meetings, including the Continuum of Care (CoC) Workgroup, the 
Housing Workgroup, the PSH Workgroup, the Rapid Rehousing by name list group, and the 
HMIS Workgroup. We are in compliance with all CE written standards, and utilize CE to accept 
referrals for services. Front Steps helped initialize the local CoC (ECHO) and continues to 
actively participate in all aspects of the CoC. As a BUD-funded housing provider, we work 
closely with the CoC to provide the foundation of a local housing continuum. As a shelter 
provider and through staff/volunteer participation, we participate in the annual Point-In-Time 
Count hosted by the CoC. 

Our local CoC is also the Homeless Management Information System (HMIS) administrator. 
Front Steps not only participates in system-wide data update efforts but also delivered City 
funding to the CoC to de-duplicate system-wide entries to improve the data quality of our 
community's HMIS program. 

The Coordinated Entry System attempts to identify those that can be successfully rapidly 
rehoused and those needing deeper supports. We use two tools to pre-screen participants into 
categories of need used in coordinated assessment: I) Vulnerability Index- Service 
Prioritization Decision Assistance Prescreen Tool (VI-SPDAT). The VI-SPDAT helps identify 
who should be recommended for each housing and supp01t intervention, moving the discussion 
from simply who is eligible for a service intervention to who is eligible and in greatest need of 
that intervention. While the SPDAT is an assessment tool, the VI-SPDAT is a survey that 
anyone could complete, to help prioritize clients. 2) Service Prioritization Decision Assistance 
Tool (SPDAT). The SPDAT is an evidence-informed approach to assessing an individual's or 
family's acuity. The tool, across multiple components, prioritizes who to serve next and why, 
while concurrently identifying the areas in the person/family's life where support is most likely 
necessary in order to avoid housing instability. 

All clients experiencing homelessness undergo a series of questions, the answers to which lead to 
a score. The score determines the "intervention" level: 1-3 (Diversion/Light Touch); 4-7 (Rapid 
Re-Housing); and 8-17 (Permanent Supportive Housing). Clients who fall into a service category 
are then contacted as space allows in each program to gauge their interest in participating in a 
program and go through the eligibility process. 
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Dedicated to serving people, as they are and how they present themselves, CAs help identify 
individual needs, barriers, and potential for service referrals, which allow Front Steps to 
individualize a treatment plan for clients that honors, respects, and shows dignity to each person's 
choice with regards to resolving their homelessness as quickly as possible. To fully understand an 
individual's unique needs shows dignity to the client and allows us to treat that person with respect 
throughout our programs. 

Program Evaluation Plan: 

Front Steps believes that feedback from clients and other stakeholders is imperative in 
maintaining a client-centered base of operations. Front Steps utilizes numerous methods to 
solicit comments. Clients are encouraged to attend monthly Town Hall meetings to discuss 
current issues and programming at ARCH. Clients' feedback is periodically solicited in the form 
of written surveys, and there is a client grievance process in place for addressing issues and 
concerns of clients. Intra-agency staff meetings and cross-team meetings provide forums to 
develop ideas for improvement in all services, and for staff to discuss individual clients' needs in 
order to more effectively serve clients. 

ARCH is the first point-of-entry for many people experiencing homelessness in Austin, 
therefore, it is crucial that ARCH staff work closely with other service providers. Front Steps 
collaborates with co-located agency personnel, many other service providers within the 
community, and community neighbors to provide effective assistance to those in need. Inter
agency and co-located agency case managers who reserve overnight shelter space for their 
clients are encouraged to meet with shelter staff to discuss issues and problem-solve challenging 
cases. 

Maintenance and Operations 

A significant component of the pminership between Front Steps and the City of Austin regm·ds 
facility maintenance. One of the most important aspects of ARCH is that it serves as shelter for 
individuals experiencing homelessness from natural elements, and it also serves as a place to 
access basic needs such as showers and restrooms. A clean facility is not merely a feature of the 
ARCH program-it is a key component that is central to making ARCH a service that extends 
dignity and respect. Front Steps has been operating the ARCH shelter since 2004, and the 
maintenance staff know every aspect of the anatomy and functions of the ARCH building. 

Front Steps employs energy management controls for heating and cooling. Outside HV AC 
condenser coils are cleaned and the filters are changed monthly. HEP A filters, located in the 
third floor dorm area, are changed once a year. All electrical components are checked annually. 
Energy efficient bulbs are used for all lighting and motion-activated lighting sensors are 
maintained to ensure energy savings. Only high-efficiency washing machines and dryers are 
purchased as well as bio-degradable trash bags. 

ARCH has a DVR and 64-camera system which helps maintain security on the interior and 
exterior of the building. Front Steps has a 5-year service agreement with Allied Security Links 
for this camera system. Proxy cards are used by staff and co-located agencies for entrance into 
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the building and access to secure areas of the building. Front Steps' Building Services Manager 
is in charge of tracking the access cards to ensure that only appropriate personnel are using them. 

Front Steps has maintenance contracts with Thyssen Krupp Elevator Co. and with Auto Clear for 
the X-Ray machine and metal detector used at the shelter entrance. These contracts are reviewed 
annually. Currently, Front Steps has a 5-year maintenance agreement for the X-Ray machine. 

Front Steps has a maintenance contract with Siemens Building Technology to inspect and 
maintain fire alarms, fire extinguishers, strobes, duct detectors, and smoke detectors. Siemens 
inspects the kitchen hood system semiannually. Front Steps has a contract with ABC Pest and 
Lawn for monthly pest control. Most plumbing repairs are performed by the maintenance staff, 
grease traps are cleaned quarterly, and sidewalks are power-washed on an as-needed basis. The 
ARCH kitchen has never received below a 90% on the City of Austin semi-annual inspections, 
and the Capital Area Food Bank inspects the ARCH kitchen annually. All kitchen personnel 
maintain appropriate licenses. 

The impmiance of maintaining a facility is reflected in the fact that the facilities maintenance 
operation is overseen by the Director of Operations and Facilities Director. The Building 
Services Manager has 25 years of building maintenance experience, is certified in HV AC, and 
his experience includes plumbing, electrical, and general repairs. The maintenance staff is able 
to complete 95% of repairs in-house which is vital to maintaining the building within budget. 
The maintenance staff receive ongoing training over-and-above OSHA requirements, which 
includes the proper use of equipment, chemicals, cleaning teclmiques, and the use of personal 
protection equipment. 

The Building Services Manager also works closely with Downtown Community Court to utilize 
community service workers as cleaning assistants. Cleaning is not only the purview of the 
maintenance staff-all shelter operations staffis responsible for sanitation efforts such as 
sanitizing counters, railings, and other frequently used spaces. In the interest of the health and 
safety of both staff and clients, particularly in regards to communicable diseases. Front Steps has 
instituted a culture of constant cleaning, and hand sanitizing stations are located throughout the 
building. 

Pests, rodents, and bed bugs are difficult to manage with as many guests coming in and out of the 
facility daily. Front Steps goal is to maintain a facility clean and free of such issues, and 
contracts with ABC Pest Control, to inspect and treat weekly. Front Steps also steam cleans and 
heat treats (in pop up heat tent) mats to eliminate bed bugs. Front Steps is committed to 
addressing any and all concerns around insects and rodents as soon as the organization is made 
aware. 

Daily maintenance activities are logged for each maintenance employee. The posted maintenance 
schedule includes cleaning and disinfecting the restrooms and regularly scheduled cleanings of 
the dormitory beds and mats. Inventory control procedures and a work order system are used to 
help keep the facility running smoothly. 
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A preventive maintenance rep01i is submitted monthly to the City of Austin that details the 
preventive maintenance that is being performed monthly, quarterly, bi-annually, and yearly. 
This rep01i outlines all of the building's major equipment (including fire and security systems) 
and serves as both a history and projection of maintenance activities. This rep01i is maintained 
on-site for staff use. Front Steps also has an equipment replacement schedule for ARCH that 
helps to ensure energy efficiency. All equipment and furnishings are tagged identifying them as 
either prope1iy of Front Steps or City of Austin. 

Performance Measut·es and Reporting 

Front Steps has I 4 years of experience with on time rep01iing and complying with local, state, 
and federal funds and different systems. Front Steps' fiscal year is the same as the City of 
Austin and begins on October I 51 and ends on September 30111 annually. 

Front Steps utilizes the local Homeless Management Information System (HMIS), Service Point, 
as administered by Ending Community Homelessness Coalition (ECHO), to track and report 
basic client information. 

Front Steps continues to improve data quality in the HMIS system. Front Steps collects accurate 
data on each client entering the ARCH and corrects other system user entries from HMIS 
community partners with entry stations at which each client are assessed before accessing 
services. Front Steps works to maintain file data through regular internal file monitoring and 
inventory. All Service Point users receive aruma! training and periodic updates, and the Front 
Steps HMIS Agency Coordinator takes an innovative approach to improving data collection, 
including performing regular user evaluations to ensure data quality both for the files and within 
the electronic system. 

Individuals entering the ARCH for the first time receive an intake and orientation. During 
intake, clients complete a HMIS data elements form, a HMIS release of information form, as 
well as the Homeless Eligibility form required by ESG funding agreements. Front Steps also 
collects an agency Consent to Release of Information, a Client Agreement to Rules & Procedures 
at the ARCH, and an !-!MIS ID Card Agreement. The HMIS ID card is provided free-of-charge 
to each client, and is required to utilize services at the ARCH. Having access to this card has 
proven vital for numerous individuals in this community seeking to rebuild their identifying 
documentation when these have been lost, a critical need for those seeking to resolve their 
homelessness. Information is entered into the HMIS database, which is used to provide 
information on client tracking, shelter usage, and demographics. Orientations to the ARCH 
include an overview of services available within the facility as well as other resources within the 
community. 

On a quarterly basis Front Steps personnel, including the Shelter Services Director, Assistant 
Directors, Managers/Coordinators, HMIS Agency Coordinator, and Director of Operations 
gather and report client service usage data to funding sources. That data includes the number of 
clients accessing Day Resource Center services, Emergency Night Shelter services, Case 
Management services, the number of those exiting Case Management services, as well as the 
number of these exited clients who exited to safe and stable housing. HMIS, as well as an 
internally developed database system based on Microsoft Office, are used in the collection of 
these data elements. 
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In order to continue to ensure homelessness is brief and non-recurring in our community we will 
be implementing key performance measures, as indicated in the RFQS, to evaluate the 
effectiveness of shelter and reporting these on a regular basis to the City. These include: 1) 
Exits to permanent housing; 2) Length of stay in shelter; and 3) Rate of returns to homelessness. 
Front Steps will work with Austin Public Health to develop and track meaningful and 
measurable performance measures that align with City of Austin's Strategic Direction 2023 
indicators for homelessness. 

Homeless Management Information System (HMIS) 

Front Steps is committed to using the HMIS (Homeless Management Information 
System)/Service Point used in the Austin-Travis County community. Every month Front Steps 
provides a monthly report card to the city with grades by program. Daily report cards are also 
available. Front Steps is used to providing this data with increasing daily quality. Front Steps is 
the largest vendor of HMIS in the City of Austin. Data is collected through HMIS at each service 
provision point. 

Front Steps utilizes Service Point/HMIS as its main database for the collection of information 
about services and clients served. The organization analyzes and reports out to multiple funding 
entities on perfonnance related information. This also provides data to be used in assessment of 
type of service that might be a priority, what type of services is seldom used, and what services 
are needed but have a lack of resources. All this together helps to guide this organization to 
constantly look at quality control, satisfaction of services provided to both client and funder, and 
helps with process evaluation to gage effectiveness. 

Leade1·ship Strategies: Quality Improvement (pi·ogram pel'formance, data collection and 
management; positive/solution o1·iented envii·onment) 

Front Steps approaches communication to ensure seamless coordination and continuity of 
services in the following ways: 

• Town Hall meetings with clients and staff to discuss updates, questions, and concerns. 
The meeting is conducted once a month. Minutes from the meeting are added to the 
monthly board report and kept as a record. 

• Monthly all staff meetings to update staff on new business, training opportunities, and 
discussions/feedback. 

• Various trainings are also offered through the month as available/as funding allows. 
• Departments, divisions, and teams hold regular meetings to communicate service delivery 

needs, problem-solve challenging situations, and cover other issues of import to each 
section. 

• Each department has weekly meetings to update and cover issues in their department. All 
departments send monthly, written reports to the board of directors. 

• Management and administrative staff meet regularly to discuss issues affecting multiple 
processes within the organization. 

• Leadership meets once a week to discuss issues from all areas, including staffing, clients, 
strategic planning, and decision making. 
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Front Steps addresses communication between our organization and external partners by 
belonging to collaborations with all other homeless agencies. We are a member of the working 
committee on the COC (Continuum of Care), the agency is also a member of One Voice, a city 
wide meeting of all Executive Directors of all agencies in Austin. We use data from our score 
card to track progress, success, and performance. This allows Front Steps to gain feedback and 
plan ahead in providing services. 

Connecting Shelter Guests to Housing 

Coordinated Entry strives to prioritize those who are most vulnerable and place them into service 
categories for the appropriate support. Shelter guests will be referred to housing by a number of 
community patiners, utilizing Coordinated Assessment as one of the tools used to assess a 
client's services. Front Steps along with these partners will have access to funding for housing 
including Rapid Re-Housing and permanent suppmiive housing. While CE will drive the level 
of opportunities available for shelter guests, Front Steps Case Managers will work with other 
providers to connect shelter guests to housing options. 

Coordinated Entry will prioritize those who are most vulnerable and put shelter guests into 
categories for the appropriate support. As funding becomes available to move shelter guests, 
case managers will access Front Steps or other provider funding to move the shelter guest into 
that option. Front Steps has a Rapid Re-Housing program for Veterans and automatically any 
shelter guest who was a veteran will be prioritized and connected to those resources. 

We anticipate a high number of shelter guests who will be identified as needing Permanent 
Supportive Housing (PSH); however, we note that PSH and/or funding for PSH is very limited. 
There are more options for those seeking the Rapid Re-Housing options, but these are not always 
appropriate options for those with extremely complex, often unmet needs. Front Steps will 
continue to pursue more housing funding in order to quickly move as many people into the 
community using Housing First principles. Front Steps will continue to strive to connect shelter 
guests with direct housing options upon entrance into the program, regardless of community 
funding. We will work with the shelter guest to identify solutions to their housing crisis and 
offer oppmiunities to solve this crisis including family re-unification and diversion when 
appropriate. Front Steps will work with the shelter guest based on preference, eligibility, and 
availability to place each client into the best housing oppmiunity available. Once placed in a 
housing option, we will offer to support the client in housing stability services by connecting the 
client to community resources and services that are essential to help the client sustain his 
housing. 
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TAB 8: Service Capacity 
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TAB 8: Set-vice Capacity 

Overall Philosophy and General Approach 

Since its inception in 2004, the Austin Resource Center for the Homeless (ARCH) has been 
operated, managed and run by Front Steps. The ARCH has served as a nexus of services for 
those experiencing homelessness in the Austin community, and has established itself as a 
centralized locale within a service provider-rich neighborhood. The facility is designed to offer a 
variety of services for people experiencing homelessness with the goal of resolving their housing 
crisis. In FY 2016-2017, Front Steps successfully housed 426 people in the community. Front 
Steps management and service provision through the ARCH is directly in line with the 
organizations overall mission, and is reflective in Front Steps mission statement: 

Based on the belief that eveiJIOne deserves a safe place to call home, Front Steps provides a 
pathway home .for our neighbors experiencing homelessness by offering emergency shelter, 
qffordable housing, recuperative medical care, supportive services, and promotes community 
awareness. 

Front Steps achieves its mission by: 

1) Utilizing evidence-based systems to provide case management, client support, and shelter 
servtces, 

2) Transitioning people experiencing homelessness including chronic homelessness to a 
variety of sustainable housing options, and 

3) Educating the community about the unique needs of those experiencing homelessness 
and engaging the public in the innovative approaches to meeting those needs. 

As part of a vibrant metropolitan community with a large population of people who are 
experiencing homeless, Front Steps provides comprehensive assistance and workable solutions 
to their clients by: 

• Offering a continuum of services for ending homelessness from entry to self-sufficiency. 
• Leveraging broad, diversified streams of funding and community suppmi. 
• Exercising a leadership role with providers, policy makers, and the community for 

answers to issues facing people who are experiencing homelessness. 

Front Steps has extensive experience operating the ARCH over the last 14 years and is 
committed to making any necessary changes to fully align to the recommendations set fmih by 
Austin Public Health (APH) and the National Alliance to End Homelessness (NAEH). During 
the last 14 years, Front Steps has managed the shelter as a low barrier shelter, and now for 
several years, with a Housing First focus. Front Steps' only qualification for services is that the 
individual is experiencing homeless. Front Steps views homelessness as a housing problem and 
treats it as such in delivery of our services. We believe it is a right for people to have permanent 
housing and people should be returned or stabilized in housing as quickly as possible. After a 
person is housed, we connect them to needed resources in the community in order to suppoti 
their efforts in maintaining housing stability. 
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Front Steps will operate the ARCH under the following set of principles: 

• Housing First Shelter principles 
• Emphasis on Strategies for appropriate diversion from shelter 
• Low-barrier access to shelter (remove unnecessary barriers and improve access to those 

who need it most) 
• Case Management available to all staying in shelter 
• Prioritization of shelter beds/mats 
• Day resources only available to shelter guests 
• Oversight and community-assisted management of entrance and area outside shelter, 

including outreach to people camping outside the shelter. 

Front Steps will track the following key performance measures in order to evaluate the 
effectiveness of shelter and the shelter system: 

• Exits to permanent housing 
• Length of stay in shelter 
• Rate of returns to homelessness 

Plan for Services - Program Goals and Objectives 

Based on the belief that all people deserve the dignity of a safe place to call home, Front Steps' 
mission is to provide a pathway to hope through shelter, affordable housing, and community 
education. Front Steps believes permanent housing is a right to which all people are entitled. 

Aligning with this mission, Front Steps has managed the ARCH facility as an enhanced shelter 
environment robust in services to serve multiple purposes, including: operating a safe and clean 
shelter that provides a respite from the weather providing a place for clients to meet their basic 
needs as well as serving as an entry pm1al to a variety of programs and services dedicated to 
assisting and empowering clients to solve their housing crisis and thus achieve self-sufficiency. 

All shelter, case management, and housing services will be delivered with the goal of housing 
those experiencing homelessness. Shelter guests will be housed as quickly as possible in 
affordable housing using !-lousing First principles. 

Program Clients Served 

Front Steps will serve adult males who are experiencing homelessness through this contract at 
the ARCH without exclusion based on an individuals' income or level of income, criminal 
history, medical or mental status, or dependency on drugs or alcohol. Based on experience with 
frequent users of ARCH services, Front Steps recognizes that many of the target population may 
have co-occurring disorders. Front Steps anticipates serving the most vulnerable individuals 
which includes, but is not limited to: those with a mental illness or other cognitive disorder, 
those with a substance abuse disorder, and those who are elderly, physically disabled, and/or 
medically fragile, including the co-occurrence of two or more of these conditions. Many clients 
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present with obstacles to their transition into housing and employment, including a lack of 
education, intense poverty, histories of trauma, and criminal histories. 

All adult males experiencing homelessness served by Front Steps through the ARCH and 
receiving shelter, Case Management, and housing services will follow eligibility rules as defined 
by HUD Category 1 (Literally Homeless) or Category 4 (Fleeing/Attempting to Flee Domestic 
Violence). 

Front Steps documents clients' eligibility and classification using HUD's definitions on a 
"Homeless Eligibility Form" approved by the City of Austin. Front Steps is aware of continuing 
changes in the definition of chronic homelessness as a result of the Homeless Emergency 
Assistance and Rapid Transition to Housing (HEARTH) Act, and receives and discusses updates 
regularly at Continuum of Care (CoC) meetings within the community. 

CmTently, many ARCH clients meet the I-IUD definition of chronically homeless, having 
experienced homelessness for extended or multiple episodes, and are also experiencing one or 
more of the following: mental health issues; chronic physical/medical complications, or 
chemical dependency. 

Program Services and Delivery: 

Front Steps has operated the ARCH as a low-barrier shelter for the entire 14 years of the 
ARCH's operation. While under Front Steps management, the ARCH has not screened for 
eligibility based on any expectations of income, criminal history, or substance use. Any denial 
of entrance and/or services has been based only on the client's behavior that creates a safety 
hazard for the staff and other clients, or from the client electing not to pursue services. 
Operating an 'open access' facility requires Front Steps' staff to be trained to work with behavior 
management issues so that clients may safely access the facility, while staff builds rapport and 
engages the client in services. 

ARCH services will continue to be housing-focused for shelter guests using the overnight shelter 
and day resource center, and services will incorporate recommendations from NAEH. Only 
adult males experiencing homelessness will be served by Front Steps through the ARCH 
overnight shelter and day resource center. The capacity for these individuals has been set at 130. 
All shelter guests will receive a sleeping space, meals, and access to day resources as they focus 
on ending their homelessness through housing, using "Housing First" principles. The shelter 
guests will be offered shelter and housing location services until viable housing is secured. 

Further, Front Steps is committed to using the NAEH recommendations to accomplish a 
housing-focused infrastructure as stated in the RFQS including: 

• Client-centered, housing plan with achievable goals created shotily upon stay; 

• Housing-focused environment, including targeted information related to these housing 
resources as well as messaging that celebrates moves into housing; 

• Case Management activities focused on obtaining and sustaining housing; 

• Identify and remove clients' barriers to housing; 
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• Conduct frequent, in-person Case Management meetings to evaluate and adjust the 
housing plan as needed; and 

• Promote the messaging that all are housing ready as soon as they enter shelter. 

General Sheltet· Structure/Shelter Services 

The specific ARCH services are outlined below: 

Overnight Shelter: 

The overnight shelter will be made available for 130 homeless adult men (without regard to 
sexual orientation, gender identity, or marital status), as outlined in the RFQS. Front Steps will 
provide nutritious meals to all 130 sheltered for the evening. The ARCH will be open and 
available to shelter guests 24/7 with minimum restrictions on entry and exit from the shelter. 
Shelter guests will have access to toilets, sinks, showers, laundry facilities, computers, with 
internet access, storage for personal belongings, and other services provided at the ARCH. 

Front Steps currently utilizes the Coordinated Entry system, referral sources, outreach, and other 
efforts to guide referrals and prioritization of services. Under this RFQS, Front Steps will work 
to allow access to overnight shelter reservations through a combination of referrals through a 
community-developed prioritization process for individuals' access to overnight shelter 
reservations. All shelter guests will be offered Case Management services and will be 
encouraged to create a housing plan. Shelter guests will be allowed a time to adjust once in 
shelter. 

Shelter Services - Case Management: 

Case Management services will be available to shelter guests and focused on the goal of assisting 
each client with moving into safe and stable housing. All shelter guests will work with Case 
Managers toward the goal of becoming housed, along with progress towards these other focus 
areas surrounding obtaining and/or maintaining the housing: obtaining/maintaining sustainable 
income, addressing self-care/wellness goals that impact a client's housing options or stability, 
and researching/applying for alternative housing options (e.g. subsidized, more affordable, etc.). 

Case Management services are based on a Harm Reduction philosophy and employs various 
techniques, including motivational interviewing, as these are effectively utilized in working with 
clients whose needs vary across a spectrum of vulnerability. Men's support groups and anger 
management classes are offered through our personnel. 

For shelter guests referred through Coordinated Assessment (CA), a Vulnerability Assessment 
will have already been completed. This process will allow Front Steps to determine and work on 
a housing plan with each shelter guest based on level of services identified as needed by the VI
SPDAT. This system also provides some potential level of identifying funding available for 
housing with the most appropriate support level. When appropriate, and as funds and resources 
are available, some individuals experiencing homelessness may be diverted from shelter 
altogether. 
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Case Managers will complete an intake for each client which will be used to place each 
individual on a service track, with the goals adapted to the level of the client's vulnerability. The 
current Coordinated Entry process involves the following breakdown of service interventions: 

Diversion/Light Touch (Scores 1-3) 

Defined as an individual who is least vulnerable and most capable of accessing resources 
and services on their own. This category includes people who are homeless for the first 
time, would benefit from short-term case management, and/or are often able to find 
employment with some assistance. 

Rapid Re-Housing (Scores 4-7) 

This category is the largest population identified by Coordinated Assessment who are 
homeless in Austin. These clients generally have the ability to meet basic needs, 
however, most have moderate mental health and/or substance abuse issues, many exhibit 
problematic social behaviors and struggle with self-care issues, and many have often 
been released from incarceration and are unable to navigate housing stability on their 
own. These shelter guests will benefit the most from a Case Management system based 
on Harm Reduction. Some of these clients are recently released from incarceration and 
unable to gain access to services on their own. Front Steps' Case Managers and other 
community providers will assist this population. 

Permanent Supportive Housing (PSH) (Scores 8-17) 

This includes the most vulnerable clients who will be considered for priority in the 
community for shelter and shelter services. Many of these clients are the most severely 
mentally ill and disabled, have a history of being assaulted or robbed, are usually 
disconnected from any provider services, have severe substance abuse issues, and/or are 
unable to maintain basic needs such as medical care, proper clothing, and hygiene. Front 
Steps' Case Managers and other community partners will be heavily utilized with this 
population. 

Gmups and Support 

Front Steps provides and arranges support groups for those who are experiencing homelessness. 

Streets of Hope (SOH): SOH provides psycho-educational support/counseling groups to clients 
whose current or past substance abuse history presents a ban·ier to achieving housing, income, 
and personal stability goals. Individual sessions with either a current or a potential group 
member are also available. Substance abuse counseling teaches the following concepts: 
managing urges and the consequences of substance use, relapse prevention strategies, 
drug/alcohol refusal skills, problem-solving skills training to avoid high-risk situations, and 
coping/social skills training related to symptoms or negative mood states. 

Other Groups: Staff and community volunteers often also offer a variety of groups throughout 
the year including Housing Counseling workshops, monthly informational sessions, Alcoholics 
Anonymous groups, resume workshops, educational classes, writing workshops, and health and 
wellness workshops. Other supp01i/discussion groups are offered based on staff/volunteer 
availability, with the topics largely client-driven. 
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Co-Located Agencies 

In addition to Front Steps services, several agencies share space and will provide more services 
to shelter guests. These co-located agencies are operated out of the ARCH and include: I) 
Family Eldercare; 2) Integral Care (Mental Health Services); 3) Goodwill Industries of Central 
Texas (Employment); 4) CommUnityCare Clinic (Urgent and ongoing medical care); 5) 
Veterans Administration Health Care for Homeless Veterans Program; 6) Back on My Feet 
(running program); 7) Austin Free-Net (Computer Skills). All agencies offer comprehensive and 
additional help to those experiencing homelessness in our community and Front Steps clients are 
referred regularly to these services by Front Steps staff. These agencies provide wraparound 
and ongoing services that are essential to achieving the goal of housing and/or housing stability. 

Services provided by co-located agencies (with the exception of CommUnity Care Clinic) 
shelter-based support and other groups will only be available to shelter guests while in shelter, as 
once the guest exits out of shelter and into housing, housing stability services will focus on 
community-based services for resources needed on an ongoing basis. 

Additional Resources: 

Front Steps will be able to offer opportunities for shelter guests through other programs offered 
within the organization. Shelter guests can be refen·ed to these programs through Case 
Management and are intended to be used to help achieve the goal of housing the shelter guest in 
the community as quickly as possible. Each one of these programs are dependent on funding and 
Front Steps continually looks for funding opportunities in order to be able to house more 
individuals who are experiencing homelessness. 

Permanent Supportive Housing: 

Front Steps runs a BUD-funded Permanent Supportive Housing program supporting 54 clients 
annually to maintain housing in the community. Partnership with landlords and property owners 
are maintained and the clients in this program are supported by case managers to work on a 
variety of issues: drug/alcohol use, mental health issues, physical health issues, daily living 
skills, financial education, etc. These services are provided to both men and women. 

Recuperative Care Program: 

Front Steps Recuperative Care Program, (RCP), provides extended medical respite for people 
experiencing homelessness too sick to return to the streets following hospitalization. Front Steps 
arranges transitional housing and works toward obtaining a permanent housing solution for 
clients pmiicipating in this program. Hospital readmission rates have been reduced by 70% for a 
subset of frequent users, and I 00% of clients who have completed the program have joined a 
medical home (outpatient doctor/clinic). Many clients trm1sition to Tejas House which is 
transitional housing to wait for permanent housing options after their medical crisis has been 
addressed. 

Support Se1-vices for Veteran Families: 

This program is funded by the Department of Veterans Affairs, other funders, 311d a commitment 
from local officials to work towards ending veteran homelessness. Since 2014, this program has 

2331 Page 
Front Steps-RFQS 4700 EAD4000REBID- Solicitation Documents 2018 



produced a separate path for any veteran who would like to be housed. SSVF is the largest 
Rapid Re-Housing program in the country, and has created many of the "best practices" for RRH 
programs. Both housing and case management support are provided through this program and 
male and female veterans and their families experiencing homelessness can enter this program. 
This is one of the largest Rapid Rehousing programs in the country. Any shelter guest who is a 
veteran will be automatically linked and referred to this program. 

Rapid Re-Housing (RRH): 

Rapid Re-Housing programs are one of the most successful strategies to address homelessness. 
Front Steps has extensive experience with RRH, and has used RRH to help many individuals at 
the ARCH and many homeless veterans through the SSVF Program. Front Steps utilizes the 
City-Funded ESG funds, as well as funding available through the Best Single Source Plus 
collaborative, to support the RRH services provided. The goal of these programs is to locate 
and secure housing for the homeless individual, and provide the financial assistance to maintain 
the housing while the individual obtains or maintains an income, and eventually takes over all 
responsibility for the housing. RRH has proven to be successful for many populations of 
homeless individuals, with a low return to homelessness rate. 

Keep Austin Housed: 

Front Steps manages an AmeriCorps grant through One-Star, Keep Austin Housed, which 
provides AmeriCorps service opportunities for 35 individuals each year. These members are 
then placed at nonprofits in the community that are working with individuals and families 
experiencing homeless, as well as those formerly. This provides needed capacity for many of 
these nonprofits, while also providing valuable experience for the members, many of whom end 
up making homeless services their career choice. The goals of the program are housing and 
employment, and the program has met or exceeded its goals each year. 

Housing-Focused, Rapid Exit Support Services, and Case Management: 

Front Steps has extensive experience providing housing focused, rapid exit support services and 
case management. Below we have described how our staff currently provides services: 

Client Services Specialists (CSS): Often the first faces our clients encounter upon entering the 
shelter, our CSS staff welcome those into the facility, ready with information about services 
within the facility and connecting with service providers. Having a firm eye on safety, our CSS 
personnel are trained in de-escalation skills, are skilled in working with such a diverse client 
population with a variety of special needs, and work closely with our Case Managers (housed 
within the same depmtment) and co-located partners in assisting clients with accessing services. 
CSS work throughout the facility so that monitoring for safety, encouraging clients in their 
housing-focused plans, and addressing clients' questions can occur at any time, 24/7/365. Our 
CSS work closely with our Client Navigators, Case Managers, and community partners in our 
ongoing outreach efforts. 

Client Navigato1·s (CNs): Our CNs work closely with our CSS in welcoming clients into our 
shelter, as well as in outreach eff01ts (including pop up resource clinics and street-level outreach) 
to engage those outside into services. Our CNs and other personnel work with Diversion efforts 
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already in-place within the community and are able to assist those with information/resources to 
resolve their homeless situations. CNs are familiar with the Coordinated Entry process, 
encourage clients to complete their Coordinated Assessments if not already done, and work to 
link clients to deeper-level service options such as Case Management, and other resources 
available through other providers whenever self-resolution is not imminently on-hand. CNs 
work closely with clients during this initial adjustment period should the client wish to engage in 
Case Management services and remain at the shelter. 

Case Managers (CMs): While the message to a client newly entering the ARCH begins with 
one of hope, information about services, and a focus on obtaining housing as quickly as possible, 
it is often the case that many of our clients need more intensive services to navigate various 
systems before moving into housing. Our CMs fmther develop client-centered, individualized 
housing plans into concrete, actionable steps with the goal of assisting our clients with resolving 
their homelessness as quickly as possible. CMs connect clients to community resources, 
especially while they may be eligible for prioritization while experiencing homelessness that will 
support the client's goal of obtaining housing. While focused on the client's primary housing 
goal/choice, CMs perform their due diligence in exploring all viable housing opportunities in 
order for the client to have the best opportunities in place to have safe and stable housing, ways 
for clients to gain income (through employment, SOAR, or other sustainable means), and also 
issues of self-care that impact a client's housing stability (such as mental health treatment, 
substance abuse support, life skills acquisition, etc.). CMs also focus on ensuring that clients are 
"document ready" for any opportunities that arise (e.g. identification, income verification, etc.). 
CMs work closely with our RRH and PSH teams, and work closely with co-located and 
community partners for providing wraparound services and assisting clients in accessing those 
interventions. 

Rapid Re-Housing Case Managers (RRH CMs): Once barriers have been identified, our CMs 
work closely with our RRH CMs to negotiate/resolve housing-related debt and continue the 
housing search and placement process. RRH CMs work closely with property management, 
landlords, and owners to negotiate rent, assess units for habitability and rent reasonableness, 
assist with utilities access, and provide other ongoing, in-home supp01tive services as-needed. 
After placement, the focus moves towards continuing to assess/adjust a housing stabilization 
plan. In this role, RRH CMs assist clients with navigating the landlord-tenant relationship, 
develop and coordinate ongoing services, and continue linking the clients with community 
resources so that the clients may continue their journeys towards self-sufficiency. 

Commitment to the Recommendations bv the NAEH and Citv of Austin RFQS: 

Front Steps is committed to implementing the recommendations as presented by the NAEH and 
through the City of Austin RFQS. In the following narrative we describe how a shelter guest 
could access services under these recommendations. 

Front Steps will provide shelter to adult men experiencing homelessness up to a capacity of I 30. 
The shelter will remain open 24/7 to shelter guests and these guests will be able to enter and 
leave the shelter with minimal expectations. All persons entering the shelter will follow Front 
Steps safety protocol to ensure the safety of clients and staff. Storage will be available to protect 
clients' belongings and a safe place to sleep will be provided to clients. Security guards, trained 
personnel, and other monitoring systems are also in-place to help protect persons and belongings, 
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and to connect with emergency services as-needed. Clients will be provided with healthy meals 
and will also have access to restroom, shower, laundry, and other facilities. Clients will also be 
offered access to Case Management services which will provide linkages to appropriate housing 
resources and programs. 

Shelter guests will be able to stay in shelter for a period of time to adjust without accepting Case 
Management services. Case Management services are needed in order to put the shelter guest on 
track for housing. Successful exits from shelter will be when a shelter guest is housed. This can 
occur in diversion, self-resolving, and batTier removal situations; through Rapid Rehousing, and 
through Permanent Supportive Housing (on-going support). 

Lockers will be assigned to protect belongings and a safe place to sleep. Security guards also 
help protect persons and belongings. All shelter guests will be provided healthy meals. Shelter 
guests will have access to toilets and shower facilities as well as access to case management 
services which will provide linkages to individually appropriate housing programs, either 
through Front Steps or through another organization in the community. 

When a potential shelter guest first enters the shelter he will be welcomed and greeted by a 
Housing Resources Engagement Specialist, who specializes in diversion techniques. This staff 
member will provide to the shelter guest immediate connection and resources. When appropriate 
the Housing Resources and Engagement Specialist will try and divert the individual away from 
shelter by implementing and connecting them with resources that will get the person quickly 
rehoused. For those needing deeper suppmis, the Housing Resources Engagement Specialist will 
conduct a coordinated assessment to determine the appropriate supports needed and admit the 
individual into shelter. 

For those who access shelter through coordinated assessment/entry referral, the Housing 
Resources Engagement Specialist will greet m1d welcome the new shelter guest. This staff 
member will also be available for questions and acclimate the client to services within the 
shelter. The Housing Resources Engagement Specialist is the first support to the shelter guests 
to help them navigate the resources available to them at the shelter. The Housing Resources 
Engagement Specialist will conduct outreach efforts, and will be the first line of staff who 
encounter those who may benefit from Diversion and Housing-Focused services. 

During a shelter guest's adjustment period, usually within one to two weeks he will be assigned a 
Shelter Housing Navigator. The Shelter Housing Navigator will work with clients during this 
adjustment period to develop an individual housing plan for each person. Based on the shelter 
guest's coordinated assessment, the Shelter Housing Navigator will begin the process of assisting 
the shelter guest connect to a deeper level of Case Management services to develop I) an 
individual housing plan; 2) connect to community resources that will support petmanent housing 
solutions; 3) connect to permanent placement or programs that will assist in achieving safe and 
stable housing; 4) ensure all items are in place in order to secure housing (valid identification, 
income verification, bank statements, etc.); 5)refer clients to a SSIISSDI Outreach, Access, and 
Recovery (SOAR) Specialist m1d/or Employment Specialist. 

"The goal of the SSIISSDI Outreach, Access, and Recovery (SOAR) is to increase access to 
SSI/SDDI for eligible adults who are experiencing or at risk ofhomelessness and have a serious 
mental illness, medical impairment, and/or a co-occurring substance use disorder." 
(httQs:/isoarworks.prainc.comiarticle/soar-outcomes-ancl-impact). The SOAR specialist will spell 
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out the process for all shelter guests to apply for disability benefits. Initial applications have a 
28% approval rate without a SOAR Specialist. Using a SOAR Specialist, initial applications are 
approved in 96 days with a 64% approval rate. Knowing our population has a number of co
occurring disorders, this connection will allow shelter guests to have a source of income that will 
help sustain their ability to remain housed after placement. 

Focusing on the goal of housing, Front Steps will continue to find resources to connect shelter 
guests to housing options, inc! uding Rapid Rehousing and Permanent Supportive Housing. This 
will be accomplished through Front Steps' funding as well as connections to funding from other 
organizations in Austin. The Shelter Housing Navigator will identify these resources and 
connect shelter guests with these resources. Using Housing First Principles, the Shelter Housing 
Navigator will connect shelter guests to a Housing Search and Placement Case Manager for 
housing search and placement. 

The Shelter Housing Navigator will continue to connect shelter guests to services such as 
physical and mental health services and drug/alcohol treatment and support groups, as well as 
other life skills and educational training, but it will not stop the efforts of housing placement and 
is not a condition of housing placement. These services from co-located agencies and 
support/other groups will be available at the shelter for the shelter guest providing wrap-around 
and support services while housing is being secured. All services will be geared toward the goal 
of housing and maintaining housing in the community and will be driven and modified as 
necessary by the recommendations of the NAEH. 

The Housing Search and Placement Case Manager will provide the following services to the 
shelter guest including: I) Housing search; 2) Outreach to and negotiation with property 
managers, landlords, and owners; 3) Assessment of housing units for compliance with certain 
state and federal grants for habitability, lead based paint restrictions, and rent reasonableness; 4) 
Assistance with obtaining utilities and making moving arrangements; 5) Coordination with rental 
and move-in assistance, as available; and 6) Ensure a warm hand off into housing stability 
services to provide on-going in home supportive services as needed. The shelter guest will work 
with our service providers to speed up the housing process and get clients housed as quickly as 
possible. Meanwhile, as funding sources and connections are being made for housing options 
the Shelter Housing Navigator can continue to work on connecting the client to resources that 
will increase self sufficiency. 

Once housed, the Housing Stability Case Manager will take over housing stability services with 
the client in the community and follow up with the individual on a regular basis until the client is 
stabilized. Front Steps anticipates on going case management for those in Permanent Supportive 
Housing. For those in Rapid Re-Housing programs we anticipate more time limited suppoti up 
to 24 months. Wrap around suppmi services will be divetied away from shelter at the time of 
housing placement and support services will be established in the community with the help of the 
Housing Case Manager. 

The Housing Case Manager will: I) develop and implement a housing stabilization plan with 
client; 2) Build and maintain relationships with landlords/management firms/ propetiy owners 
and other resource providers in the Coordinated Entry system; 3) Develop, secure, and 
coordinate services for client; 4) Obtain federal, state, and local benefits linking clients to 
housing stabilization and support services, including continued connections with SOAR 
specialist for benefits; and 5) Meet regularly with client and evaluate any changing needs. 
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Successful exits from shelter will be when a shelter guest is housed. This can occur in diversion 
and self-resolving and barrier removal situations; self-resolving changes in income (shelter guest 
gets employment or is linked with disability income); through Rapid Rehousing dollars (support 
up to 24 months); and through Permanent Supportive Housing (on-going support). Follow up 
schedules will be established based on the funding needed to house the shelter guest. The 
performance measures are based on the following outcomes: 1) Exits to permanent housing 2) 
Length of stay in shelter and 3) Rate of returns to homelessness. 

Shelter guests will be able to stay in shelter for a period of time to adjust without accepting case 
management services. Case management services are needed in order to put the shelter guest on 
track for housing. All shelter guests will be offered the opportunity to receive case management 
from start to finish through our skilled personnel in the vital roles they play. 

Day Resource Center (DR C): 

This program will be utilized by adult men who are homeless who are staying in shelter and not 
open to the general public. Services provided in the Day Resource Center will be targeted to 
those working towards obtaining housing. Services include: 

• Basic needs services including but not limited to, restrooms and showers, laundry, 
telephone access, mail, locker storage, and internet access. 

• Connections with navigation services and a housing plan. 
• Access to the Health Care for the Homeless ARCH CommUnity Care Clinic, job 

assistance services, mental health services, and other co-located agencies that provide 
direct, on-site services. 

• Access to resources that are focused on housing location and relevant activities 
including, but not limited to: document bank (for identification document storage), 
Housing Counseling sessions, Monthly Info Sessions, transportation assistance, groups 
focused on client wellness activities, and connections to community partners. 

• Wraparound services provided by support groups and co-located partners. 

ARCH Entrance and Sunounding Areas 

Front Steps commits to developing strategies and addressing the congregation and camping 
immediately outside the ARCH, as stated in the RFQSs, with Austin Public Health, other local 
government depmiments, community partners, and other community stakeholders. Shelter staff 
will engage people outside the building regularly for services, trust building, and encourage 
shelter entry. Staff trained in crisis de-escalation and positive relationship management will 
manage the flow in and out of the building, providing oversight of the entrance and surrounding 
area as indicated and utilizing the community's emergency response system as-needed. 

Front Steps has been, and will continue to be active, in the strategies and ideas around addressing 
the issue of the number of individuals outside of the ARCH and the surrounding area. The safety 
of individuals who are homeless outside of the ARCH, as well as that of the staff and community 
members that walk the sidewalks around the ARCH, are of the utmost importance. The 
encampment that has evolved outside the ARCH must be addressed, and Front Steps is 
committed to further building and implementing such ideas. Front Steps outreaches to 
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individuals unconnected with services try to gain a better understanding of their situations, build 
trust, and offer resources that might help to gain shelter or resolve their homelessness. Staff will 
continue to approach these situations with respect and care, with safety as a priority. 

Front Steps is open to ideas around structural changes that might be implemented to reduce the 
ability for individuals to semi-permanently reside on the sidewalks around the 
ARCH. Homelessness is a complex issue, and Front Steps will attempt to gain a better 
understanding of what is needed, if not the ARCH itself, by those outside, and help put together 
plans to address the encampment. 

Adverse Weather Services 

Cold Weather Shelter: Community partners for this program include City of Austin Office of 
Emergency Management, area churches, Salvation Army, Capital Metro, Red Cross, Parks and 
Recreation Department, and the City of Austin Health and Human Services Department 
(HHSD). Since ARCH operates at-capacity year-round, there are no additional beds or mats 
typically available on Cold Weather Shelter nights; however, homeless individuals seeking 
shelter on those nights can also access shelter at the Salvation Army, area churches, or 
the designated Parks and Recreation Depmiment Neighborhood Center through the Cold 
Weather Shelter program. The City of Austin Office of Emergency Management serves as lead 
agency in the cold weather shelter. When activated, ARCH staff patiners with the City and 
coordinates all services related to the Cold Weather Shelter. 

Heat Emugency Services and Pt·otocol: In the event of a heat emergency, Front Steps actively 
monitors homeless visitors to the ARCH for signs of heat exhaustion or other heat-related issues 
(calling for emergency medical services should the need arise) and establishing cooling areas 
during the hottest pati of the day. Since the day resource center will now be closed to the general 
public, the specifics of cooling areas will need to be re-evaluated and negotiated under contract. 
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TAB 9: Sample Documents 

• Sample Daily Schedule for the shelter and day resources center 

• Sample Policies and Procedures demonstrating client eligibility criteria aligned with a 
low barrier, housing-focused shelter 

1) Case Management Services Policy (Shelter) 
2) Intake Packet 

3) Shelter Operations: Standard Operating Procedures 

• Sample of data system generated program performance demonstrating high data quality 
and high program performance 

I) FY 2016-2017: Daily Completion Repmis (OCR) 
2) FY 2017-2018: Daily Completion Reports (OCR) 
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ARcHsamiJie.Daii\{.Schedliie 

Schedule of Opemtions: 

The ARCH shelter will be open and available 24/7 to shelter guests with minimal restrictions 
placed on entry and exit. Safety and security will be provided for persons and their 
belongings. Shelter guests will have access to toilets, sinks, showers, laundry services, and 
storage for personal belongings and other services. The Day Resource Center is for shelter 
guests only and will be closed to the general public, with staff focusing on assisting guests 
with housing search and related activities. 

ARCH Operations Schedule 

5:30am 

6:00 am- 6:30am 

6:30am-5:30pm 

8:00am -5:OOpm 

8:00am- 5:00pm 

8:00am-5:00pm 

5:30pm 

6:30-8:00pm 

9:00pm 

9:30pm 

Shelter guests wake up 

Light Breakfast 

Day Resource Center opens every day. Shelter Guests can work on and 

have assistance with housing search and related activities, have access 

to phone I mail/ internet I computers, and can address personal care 

items during this time (showers, laundry, etc.) 

Case Management services (Housing-focused/ Rapid Exit Support 

Services) M-F 

Support Groups (Weekly Schedule) M-F 

Co-located Agencies (Weekly Schedule) M-F: to assist with housing

focused and wraparound services 

Day Resource Center closes 

Dinner (Late plates are prepared for guests arriving past time) 

Showers Close (Some exceptions made for those auiving late) 

Lights out 

f1cn1t Steps ··1"'05·4700 EAD 4000REBID· Sample Daily Schedule 



Case Management Services Policy (Shelter) 

Document Overview 

This document explains the agency's policy of providing Case Management services to 
experiencing as outlined in the Program of Work Statement. 

I. Purpose. The purpose of this policy is to provide specific procedures to personnel in 
offering Case Management services to individuals experiencing homelessness who are 
interested in receiving these services. 

II. Policy. Front Steps provides housing-focused Case Management services to individuals 
in order to assist them in resolving their homeless ness as quickly as possible and 
supporting them in working towards self-sufficiency in the areas of income, self-care, 
and housing-related issues. 

Services are provided as outlined in the agency's Program of Work Statement, generally 
updated annually, which identifies that those eligible to be served will meet HUD's 
definitions of "homeless" status, in these cases, Category 1 (Literally Homeless) and 
Category 4 (Fleeing/Attempting to Flee Family Violence). Clients will be served without 
exclusion based on the individual's income or level of income, criminal history 
background, medical or mental status, or dependency on drugs or alcohol, as Front 
Steps recognizes that many of the target population may have co-occurring disorders. 

Front Steps' programs operate under Harm Reduction and Housing First principles, and 
are offered free of charge to program participants. 

Ill. Procedures: 

a. Eligibility: Front Steps operates the ARCH as a low-demand emergency shelter 
for single adult, unaccompanied, homeless men. When a new client engages 
with the ARCH for services for the first time, he will meet with staff to establish 
homelessness, as this is our primary eligibility for services. Clients will complete 
our agency intake packet and additional referrals, both internally and externally, 
will be explored. 

b. Program Entry: Eligible clients interested in case management can receive 
these services once Coordinated Assessment has been complete, space is 
available in the program, and the client accepts services with the goal of moving 
into housing. 

c. Expectations: Services are intended to be time-limited and focused on 
identifying and securing affordable housing as quickly as possible, securing 
reliable and sufficient source of income, and addressing any self-care or other 
barriers to attaining housing. 



After an initial intake to complete eligibility and other intake documents 
(including Homeless Eligibility, Homeless Management Information System, and 
other forms), Case Managers work with clients to develop client-centered 
housing plans. This work involves thorough assessment of each client's 
circumstances (as well as opportunities for referrals and/or resources through 
Coordinated Assessment), planning discussions, implementation steps, and 
evaluation throughout the Case Management process. 

Each client meets regularly and frequently with the Case Manager to discuss 
progress towards goals, barriers or obstacles encountered, receive guidance and 
referrals from Case Managers, and explore options as they arise. Much of the 
focus will be on addressing and/or removing barriers to each client's housing 
opportunities which include, but are not limited to: obtaining identification and 
other needed documentation, addressing housing-related debt, exploring 
multiple opportunities for housing, exploring other programs/benefits, and 
working towards safety net or other community resources after housing has 
been obtained in order for the client to be self-sufficient. 

Lengths of stay are meant to be time-limited, since the program's focus is on 
assisting each individual with exiting into viable, sustainable housing options 
and resolving their homeless ness as quickly as possible. Length of stay 
guidelines are contained within the Orientation Guidelines document provided 
to each client upon program entry. 

Time Limit Extensions: Extensions for services may be granted to clients who 
have not met these time limits as outlined in the Orientation Guidelines under 
the following conditions. Please note that not all extensions will be granted; the 
following are examples of some situations that may warrant an extension: 

i. Client has a criminal history that makes housing placement and/or 
employment search more difficult. 

ii. Client's level of vulnerability related to physical, medical, and/or mental 
health condition(s) is such that safe and stable housing opportunities 
and access to mainstream income may take more time to procure. 

iii. Client is on various waiting lists for subsidized housing and is likely to be 
granted housing once they come up for orientation/housing 
appointment. 

iv. Client has a realistic and detailed plan to address housing, income, and 
self-care issues and has made significant progress towards meeting 
these goa Is. 

v. Client has employment but needs additional time to save money for 
housing (due to other expenses that cause limited savings, or limited 
income). 

d. Termination from Case Management. While moving into safe and stable 
housing is the overarching goal of the Case Management program, clients may 
be terminated from the program at ARCH due to failure to meet the program's 
expectations or other rule violation. Clients will be offered opportunities to 
improve their adherence to the program's expectations (unless they are 
ineligible to receive the shelter's services due to being issued a Criminal 
Trespass Notification), which will be documented in each client's file. Continued 



failure to meet expectations may result in the client being terminated from the 
program. 

i. Clients are welcome to apply to return to the program by completing 
the Application to Return to Case Management form, which is available 
at the Front Desk. These applications are then reviewed. 

ii. Letters for the clients with the decision by Program personnel are left 
for the clients in the Client Mail on the 2nd floor following the staffing. 
A copy of the letter is kept on file & the decision logged for future 
reference. 

iii. Please note that not all Applications to Return to Case Management will 
be approved without conditions being met by the client; some 
Applications may not be approved altogether based on the client's past 
performance in the program or if it is determined that the client is a 
more appropriate referral to other community agencies. 

iv. Should clients feel that they were wrongfully terminated from the 
program, they may submit the Client Report Form (available at the 
Front Desk or obtained from any Program personnel) per the 
instructions outlined therein. 

Policy Change Histo1-y 



Client Name I HMIS #: --------

Austin I Travis County Homeless Management Information System 
Data Sharing Policy and Release of Information (ROI) 

Agency Completing Form:---------------------------

This agency collects information about people who ask about our homeless services. When we meet with 
you, we will ask you for information about you and your family. We will put the information you give us into 
a computer program called Mediware ServicePoint (or "HMIS"). 

Austin I Travis County HMIS data is all stored in one computer system. Your information will be shared with 
all agencies that use our system (all "HMIS Agencies") to help you get services more quickly and easily. A 
list of all current HMIS Agencies is on the next page of this form, and you can ask for a new copy at any 
time. 

The Personal Information we share may include: 

o Personal Identifying Information (such as 
name, social security number, and date of 
birth) 

o Who is in your household 
o Job history 
o Military history 
o Living situation and housing history 
o Educational background 

• Demographic information (such as race, 
gender, and ethnicity) 

o Your income and income sources 
• Services you request or receive 
o If you are experiencing homelessness or not 
o Reasons for seeking services 
o Self-reported health needs 

You can refuse to answer any question at any time, including questions about the things listed above. You 
will never be denied help because you did not answer a question, unless we need to know that answer to 
know if you are eligible for a service. 

We will not store or share treatment records about Mental Health, HIV/AIDS, or Drug, Alcohol, or Substance 
Abuse Treatment unless you give us specific permission. 

We may also share some of your information from HMIS with agencies that do not use our HMIS system 
("Outside Agencies") for different summary reports about homelessness. Personal Information that could 
be used to tell who you are will only be put in those reports if we have your written permission, or if the law 
lets us or requires us to share that information without your permission. 

_____ Please initial here to show that you have read and understand the rules above. 

Consent for Release of Personal Information 
In addition to the information sharing above, you can also choose: 

o To let HMIS Agencies share and discuss your Persona/Information outside of the computer system to 
help give you services; 

o To Jet HMIS Agencies share your Persona/Identifying Information with Outside Agencies for research, 
reporting, and coordinating services; and 

o To let HMIS Agencies put any treatment records about Mental Health, HIV/AIDS, or Drug, Alcohol, or 
Substance Abuse Treatment into our computer system as part of your Personal Information. 

Please think about the information below before making your decisions: 
• Personal Information that can be used to tell who you are (Personal Identifying Information) will only be 

shared with Outside Agencies with your permission, or when the law lets us share that information 
without your permission. 

Revised 51112018 



Client Name I HMIS #: ---------

• If you let us put any treatment records related to Mental Health, HIV/AIDS, or Drug, Alcohol, or 
Substance Abuse Treatment into our computer system, we will share that information just like the rest 
of your Personal Information. 

• The current list of HMIS Agencies is below. Any agency not on that list is considered an Outside Agency. 
Other agencies may join this list in the future and share your information just like the current HMIS 
Agencies. You may ask for an updated list of the HMIS Agencies from any HMIS Agency at any time. 

• Some of your Personal Information may be protected by additional state and federal privacy laws. 
Agencies that must follow these laws may need additional permission to collect or share some of your 
information. 

• Once we share your information with an Outside Agency, that agency can sometimes share it with other 
Outside Agencies, if the law says they can. 

• This consent is voluntary. You will not be denied services if you decline to sign this consent form. 

Current Austin I Travis County HMIS Agencies: 

• A New Entry 
• AIDS Services of Austin 
• Any Baby Can 
• Austin Recovery 
• Austin Voices for Education and Youth 
• Caritas of Austin 
• Casa Marianella 
• Catholic Charities of Central Texas 
• City of Austin- CDU, DACC, EMS 
• CommUnity Care 
• Ending Community Homelessness Coalition 

(ECHO) 
• Family Eldercare 
• Foundation Communities 
• Foundation for the Homeless 
• Front Steps 
• Seton Good Health Solutions Center 
• Goodwill Industries of Central Texas 
• Green Doors 
• Housing Authority- City (HACA) 
• Housing Authority of Travis County (HATC) 
• Integral Care 
• LifeWorks 
• LING Austin 
• Meals on Wheels and More 
• Mobile Loaves and Fishes 
• SAFE Alliance 
• Saint Louise House 
• Sunrise Homeless Navigation Center 
• The Salvation Army 
• Travis County- Health & Human Services & 

Veteran Services 
• Travis County - Mental Health Public 

Defenders 
• Trinity Center 
• U.S. Department of Veteran Affairs 

Revised 5/1/2018 



Client Name I HMIS #: --------

Optional Agencies Section 
Please choose one: 

___ Yes, all Austin/Travis County HMIS Agencies may share and discuss Personal Information about 
me and my family outside of the computer system to help give us services. They may also share 
that information with Outside Agencies for research, reporting, and coordinating services. 

Permission to share your information will last for seven years from the date you sign this form. You 
can cancel this permission at any time by sending a written letter to the agency where you filled out 
this form. It may take up to three business days to process the cancellation letter. 

___ No, I do not want HMIS Agencies to share and discuss my Personal Information outside of the 
computer system. I also do not want information that can be used to tell who I am to be part of any 
outside reports or research. HMIS Agencies may only share information in the computer system for 
questions I choose to answer. 

If you chose NO above, you can still choose to let HMIS Agencies share and discuss your 
Personal Information with specific Outside Agencies or individuals outside of the computer 
system to coordinate services. If you want to do that, please initial your choices below. 

___ Contact Person:------------------------

__ Austin Police Department 
__ Capital of Texas Workforce 
__ Community Care Collaborative 

Dell Medical Center 
__ Dept. of Assistive & Rehab Services 
___ Integrated Care Collaborative 
__ Managed Care Organizations 

__ Seton/Brackenridge Hospitals 
__ Social Security Administration 
__ st. David's Hospital 
__ TX RioGrande Legal Aid 
__ Other 
__ Other 

Optional Treatment Records Section 

Please initial below if you would like to put treatment records about Mental Health, HIV/AIDS, or Drug, 
Alcohol, or Substance Abuse Treatment in our computer system as part of your Personal Information. We 
will share this sensitive health information for the record types you initial below: 

___ ,Mental Health Treatment Records 

___ HIV/AIDS Test Results and/or Treatment Records 

Drug, Alcohol, or Substance Abuse Treatment Records 

Client Name:-------------------------------

Dependents Name(s): ----------------------------

Client or Representative Signature: -------------- Date: ---------

Witness Signature:-------------------- Date:--------

FOR ORGANIZATIONAL USE ONLY (Initial all that apply): 

The client received a telephonic explanation of this form. Staff obtained telephonic acknowledgement of HMIS Data Sharing 
Policy and documented that consent with the staff signature on this form. 
The client wishes to remain anonymous in HMJS. 
An authorized representative completed this consent for the client. A description of their right to do so is attached. 
Other: _________________________________ _ 



Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

Consent to Release Information - ARCH Shelter Updated: 09-29- 1
"' 

Client Printed Name:===--------
First Name Last Name 

ID#: .,-.,..-,,..,--:-=---
SenicePoint ID 

Front Steps adheres to a strict policy of confidentiality. The identity of all clients and all relevant records and/or 
infmmation will be kept strictly confidential, with the following exceptions: 

I) In cases where we are required by law to report information concerning child, adult or elder abuse. 
2) In cases where you report information that you are in danger of harming yourself or others. 
3) When you have authorized us in writing to release information about you. 

Please be aware that Front Steps staff works as a team and may periodically discuss clients' cases. 

In order to best assist you as you continue to work for your goals, it may be helpful for Front Steps staff to release 
information about you to other social service agencies that you are involved with or seeking assistance from. 

Emergencies 
In order for Front Steps to best facilitate services during an emergency situation, staff may share the following medical 
information with medical personnel. 

Allergies (medical,food, etc.):-------------------------------

Other Medical Issues:-----------------------------------

In case of emergencies, I __ DO __ DO NOT allow Front Steps to share medical information with one or both 
of the emergency contacts listed below. An emergency may include, but is not limited to hospitalization, incarceration, 
deportation, death, or other situation that may otherwise leave me incapable. 

Emergency Contact #1 Emergency Contact #2 

Full Name: Full Name:---------------

Relationship to Client:-----------

Primary Phone: ( ___ ) ________ _ 

Alternate Phone: ( ) -------

Address:---------------

City, State, Zip:--------------

X 
(Client Signature) 

R6 Pagelofl 

Relationship to Client: ------------
Primary Phone: ( ___ ) ________ _ 

Alternate Phone: ( ) ________ _ 

Address:---------------

City, State, Zip:-------------

Date:---------



Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

HMIS Client Intake & Annual Assessment Form 
Oct. 1, 2017-Sept. 30, 2018 

py 2018 

Staff Printed Name: Date: 0 New Client 0 Annual Assessment 

Enter Data As: 0 Day Resource 0 Night Shelter 0 Front Steps-Admin 0 Case Mgml. 0 Other: --------

ID to verif'y identity (check all that apply): 0 US Driver's License 0 US State lD 0 SS Card 0 None 0 Other: ____ _ 

ServicePoint ID#: Client's Printed Name: 
(Last. First, M 1.) 

SSN: 0CLDK Client Location: 
1SJ TX-503 

DOB: I I 0CLDK 
0 Approx./Partial 
0 CL Ref. MMIDDIYY 

0 Approx./Partial 
0 CL Refused 

U.S. Military Veteran:* see key 
0 Yes 
ONo 
0 Client Doesn't Know 
0 Client Refused 

Primary I Secondary Race: 
0 0 Asian 
0 0 Black or African American 

0 0 White 
0 0 Am. Indian/ Alaskan Native 
0 0 N. Hawaiian/Pacific Islander 
0 0 Client Doesn't Know 
0 0 Client Refused 

Ethnicity: 
0 Hispanic/Latina 
0 Non-Hispanic/Non-Latina 
0 Client Doesn't Know 
0 Client Refused 

Gender: 
0 Female 
OMale 
0 Trans Female (Male to Female) 
0 Trans Male (Female to Male) 
0 Gender Non-Conforming (i.e. Not 

Exclusively Male or Female) 
0 Client Doesn't Know 
0 Client Refused 

Disabling Condition of a Lonp 
Durntion: AnSlver below; enter 
specific info 011 p.2 
0 Yes 
0No 
0CLDK 
0 CL Ref 

Is Client entering from Streets, 
Emergency Shclt.er, or Snfe Haven? 
0 Yes 
ONo 
If "Yes'', Approxim:1te Start Date: 

__ ! __ ! __ 

L1 

Residence Prior to Project Entry: 
0 Place not meant for habitation 
0 Emergency shelter, including hotel or motel 

paid for with emergency shelter voucher 
0 Safe Haven 
0 Interim housing 
D Foster care home or foster care group home 
0 Hospital or other residential non-psychiatric 

medical facility 

0 Jail, prison or juvenile detention fhcility 
0 Long-term care facility or nursing home 
0 Psychiatric hospital or other psychiatric f.1cility 
0 Substance abuse treatment facility or detox 

center 
0 1-lotcl or motel paid for without emergency 

sheller voucher 
0 Owned by client, no ongoing housing subsidy 
0 Owned by client, with ongoing housing subsidy 
0 Permanent housing (other than RR!-1) for 

formerly homeless persons 
0 Rental by client, no ongoing housing subsidy 
0 Rental by client, with V ASH subsidy 
0 Rental by client, with GPD TIP subsidy 
0 Rental by client, with RRH or equivalent 

subsidy 
0 Rental by client, other ongoing housing subsidy 
0 Residential project or halfway house with no 

homeless criteria 
D Staying or living in a family member's room, 

apartment or house 
0 Staying or living in a friend's room, apartment 

or house 
0 Transitional housing for homeless persons 
0 Client Doesn't Know 
0 Client Refused 
0 Data Not Collected 
0 FEMA subsidized housing 

Length of Stay at Prior Residence: 
0 I night or less 
0 2 to 6 nights 

Housing Status: 
0 Cat. I -Literally Homeless 
0 Cat. 2- Imminent Risk 
0 Cat. 4- Fleeing DV 
0 At-Risk ofHomelessness 
0 Stably Housed 
0 Client Doesn't Know 
0 Client Refused 

Regardless of where they stayed 
Last night, Number· of Times the 
Client l~:1s bt~cn Homeless in 
l):1st 3 \'curs (including Today) 
0 Never 
0 I Time 
0 2 Times 
0 3 Times 
0 4 or More Times 
0 Client Doesn't Know 

Status Documented: 
Length ofTime Homeless 
DYes 0NO 

Tot:tl Number of Months Homeless 
On tht• Street, in Enwrgcncy 
Shelter, Or· Safe Hawn 
in the Pnst 3 Yenrs? 

Relntionship to Head of Household 
0 Self(l-lcad of Household) 
0 Child 
0 Spouse or Partner 
0 Other Relation Member 
0 Other: Non-Relation Member 

In Perm. Housing? 
(RRfJ;BSS+ OnM 
0 Yes 
0 No 
lf"Yes," Date of Move-In? 0 I week or more, but less than I month 

0 I month or more, but less than 90 days 
0 90 days or more, but less than I year 
0 I year or longer 

____ ! ! ____ _ 

0 Client doesn't know 
0 Client refused 

Page ]. l[)f 2 



Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

HMIS Client Intake & Annual Assessment Form 
Oct. 1, 2017-Sept. 30, 2018 

py 2018 

(Add amounts listed below for total) _,$:._ ______ _ 

Receiving Income From Any Source: 
(If "Yes," list amounts below) 
DYes 
DNa 
0 CLDK 
0 CLRef 
Amount, Source oflncome & Start Date (MMIDDIYY) 
$ Earned Income 
$ Alimony/Spousal Support 
$ Child Support 
$ General Asst. 
$ Other 
$ Pension/Ret. Former Job 
$ Private Disability Ins. 
$ SS-Retirement Income 
$ SSDI 
$ SSI 
$ TANF 
$ Unemployment Insurance 
$ VA Service-Connected 

Disability Compensation 
$ VA Non-Service

Connected Disability 
Compensation 

$ Worker's Compensation 
Health Insurance & Start Date: 
0 Y 0 N MEDICAID 
0 Y 0 N - MEDICARE 
D Y D N State Children's Ins. 
D Y D N VA Medical Services 
D Y D N Employer Health Ins. 
D Y D N Cobra Ins. 
D Y D N Indian Health Services 
0 Y ON Other 

(MMIDDIYY) 

Source of Non-Cash Benefit(s) & Start Date: 
(List amount to right) (MMIDDIYY) 
0 Y 0 N SNAP (Food Stamps) 
0 Y ON WIC 
0 Y 0 N TANF Child Care 

Disability Type 
*see key (Answer each) 
ST LT NO 
D D D Alcohol Abuse 
D D D Drug Abuse 
D D D Both Alcohol/Drug Abuse 
D D D Chronic Health Condition 
D D D Developmental 
0 0 0 HJV/AIDS 
D D D Mental Health Condition 
D D D Physical 

Domestic Violence Victim/Survivor? 
D Yes 
0 No 
0 CLDK 
0 CLRef 
If "Yes," When Did the Experience 
Occur? 

0 Not a victim of DV 
0 In the past 3 months 
D 3 - 6 months ago 
D 6- 12 months ago 
D More than I year ago 
0CLDK 
OCLRef 

If"Yes," are you currently fleeing DV? 
DYes 
0No 
OCLDK 
OCLRef 

lf"Yes" to Non-Cash Benefit, 
List Amount 
$ 
$ 
$ 

Impairs 
Client's A 
to Live 
Independently 

Start Date ? (YIN) 
(MMIDDIYY) 

Is Client Chronically 
Homeless? 
DYes 
ONo 
0 CLDK 
0 CLRef 

Formerly a Ward of Child 
Welfare/ Foster Care Agency? 

DYes 
0 No 
0 CLDK 
0 CLRef 

Enrolled in MAP? 
OY 0 N 

J 

OY ON TANF Transportation STAFF IJSE 01'/_LY ciiliii.ii to confirm completion_)_ --$ 

OY ON Other TANF Services $ Client Silmed: 
OY ON Other $ l-IM IS Intake Form, HE Form & Self~Cert? 

FS ROI. Rules Agreement, l-IM IS Card Agreement? 
As the client named above, I verifY that the information recorded on this 
form is true and correct to the best of my knowledge. I understand that Staff: 
my answers to these questions are for data collection purposes only, and ----lliiter CL lnlake Data & FS (146) ROI inlo I-I MIS. --
I will not be discriminated against for providing honest answers. I Create C'L Entry into uppropriatc program. 

understand that Front Steps, Inc. will release and share this information _Take CL photo/upload/issue Can!. 

with other prowams and services within the or}<anization. Create "Note" lor Curd Issued in 1-IMIS. 

Scan in and Rename I-I MIS Iiles. Upload Iiles inlo 
--prol1lc. Move original St'ans from Record Scnns to 

X 
uppmpriate drive. 

Date: _j ---- --

Ll Page 2 of2 



ESG Homeless Eligibility Form PY 2018 

® ' . 
. 

. 
CITY OF AUSTIN 

EMERGENCY SOLUTIONS GRANT (ESG) 

HOMELESS ELIGIBILITY FORM 

October 1, 2017 thru September 30, 2018 

HMIS # _____ _ 

ESG HOMELESS ELIGIBLITY CATEGORY: (check only one) 
NOTE: Form is not complete unless the client and staff have signed the second side of document. 

0 Category 1- Homeless 
(1) Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning; 

i. An individual or family with a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular 
sleeping accommodation for human beings, including a car, park, abandoned building, bus or train station, airport, or camping ground; m: 

ii. An individuul or family living in a supervised puhlicly or privately operated shelter designated to provide temporary living arrangements 
(including congregate shellers, transitional housing, und hotels und motels paid for by charitable orgunizutions or by federal, state, and local 
government programs for low income individuals); QI 

iii. An individual who is exiting an institution where (s)he has resided for 90 days or less nnd who resided in an emergency shelter or place not 
meant for human habitation immediately before entering that institution. 

DOCUMENTATION REQUIRED IN HUD'S PREFERRED ORDER: 

__ Third Party/Written; 
o If unsheltered; Written referral by of street outreach, law enforcement, EMS, or other shelter record, or homeless certification; or 
o If sheltered/exiting ;1n institution: HMIS shelter stay record, or homeless certification, or referral from shelter services or other housing provider; QI 

__ Written observation by the intake staff worker; QI 

__ Setf~Certification by the individual or head of household seeking assistance stating that s(he) was living on the streets or m shelter; 

__ For individuals exiting an institution- one of the forms of evidence above and: 
o Discharge puperwork or written/oral referral, QI 
o Written record of intake worker's due diligence to obtain evidence and certification by individual that they exited institution. 

0 Category 2- At Imminent Risk of Losing Housing 
{2) An individual or family who will Imminently lose their pnmary nighttime residence, provided that: 

i. The primury nighttime residence witt be lost within 14 days of the date of application for homeless assistance; and 
ii No subsequent residence has been identified; and 

iii. The individual or family lacks the resources or support networks, e.g., family, friends, faith~based or other social networks needed to obtain other 
penn anent housing. 

DOCUMENTATION REQUIRED: 

__ A court order resulting ftom an ev1ction action notifYing the individual or family that they must leave; QI 

__ For individuals and families leaving a hotel or motel· evidence that they lack the financial resources to stay; QI 

__ A documl!nted and verified oral statement, and 
o Certification that no subsequent residence has been Identified; and 
o Self~certification or other written documentatiOn that the mdividuallacks the resources and support necessary to obtain permanent housmg. 

N/A 

0 

Category 3- Homeless Under Other Federal Statutes- Ineligible Category 

Category 4- Fleeing/Attempting to Flee Domestic Violence 
(4) Category 4 should only be used when the individual/household does NOT meet any other category but is homeless solely because they are fleeing 

domestic violence. Category 4 includes any mdividual or family who· 
i. is fleeing, or is attempting to flee domestic violence, dating violence, sexual assault, stalking, or other dangerous or life-threatening conditions 

that relate to violence agilinst the individual or a family member, including a child, that has either taken place within the individual's or family's 
primury nighttime residence or has made the individual or fhmily afraid to retum to their primary mghttime residence; and 

ii. Has no other residence; and 
iii. Lacks the resources or support networks, e.g. fhmily, fiiends, faith-based or other social networks, to obtain other penn anent housmg. 

DOCUMENTATION REQUIRED: 

For non~victim service providers: 

__ Oral statement by the individual or head of household seeking assistance that they are fleeing This statement is documented by a self-certification or by the 
caseworker. Where the safety of the mdividua! or family is not jeopardized, the oral statement must be verified; and 

__ Certification by the individual or head of household that no subsequent residence has been identified; and 

__ Self~certification or other written documentation that the individual lacks the resources and support neces!,ary to obtain pennanent housing. 

L2 Page I of2 PV 2018 



ESG Homeless Eligibility Fonn PY 2018 
October I. 2017 thru September 30, 2018 

Does this client also meet the following definition of a Chronically Homeless Person? 
The U.S. Department of Housing and Urban Development (HUD) defines a chronically homeless person as: 

(1) A "homeless individual with a disability," as defined in section 401(9) of the McKinney-Vente Homeless Assistance Act (42 
U.S.C. 11360(9)), who: 
(i) Lives in a place not meant for human habitation, a safe haven, or in an emergency shelter; 

and 

(ii) Has been homeless and living as described in paragraph (1)(i) of this definition continuously for at least 12 months or on at 
least 4 separate occasions in the last 3 years, as long as the combined occasions equal at least 12 months and each break in 
homelessness separating the occasions included at least 7 consecutive nights of not living as described in paragraph (1)(i). 

[Stays in institutional care facilities for fewer than 90 days will not constitute as a break in homeless ness, but rather such stays 
are included in the 12-month total, as long as the individual was living or residing in a place not meant for human habitation, a 
safe haven, or an emergency shelter immediately before entering the institutional care facility]; or 

(2) An individual who has been residing in an institutional care facility, including a jail, substance abuse or mental health treatment 
facility, hospital, or other similar facility, for fewer than 90 days and met all of the criteria in paragraph (1) of this definition, 
before entering that facility; or 

(3) A family with an adult head of household (or if there is no adult in the family, a minor head of household) who meets all of the 
criteria in paragraph (1) or (2) of this definition, including a family whose composition has ftuctuated while the head of 
household has been homeless. 

OvEs OooN'TKNow 

If YES, then provide the client information requested below: 

Most Recent Year 
Month/Year 

Second Year 
Month/Year 

Third Year 
Month/Year 

HOUSING HISTORY FOR CHRONICALLY HOMELESS PERSONS 

Description ofHomclessness 

Description ofHomclessness 

Description of Homelessness 

The above statement of my chronic homeless status is true and complete. 

Client Name (Printed) Client Signature 

FOR INTAKE STAFF ONLY: 

Date 

Verification Methods: Describe methods to obtain third party documentation (shelter records; outreach programs; medical services; law enforcement; 
etc.). Describe the outcome of the efforts to obtain documents:----------------------------

The above statements regarding this client's ESG homeless eligibility is true and complete to the best of my knowledge. I have attempted to obtain 
third party documentation to the best of my ability. 

Intake Staff Name (Printed) Intake Staff Signature Date 
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Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

Self-Certify for Homeless Eligibility Form 

Print Client Name:------------------------

Self-Certification of Homeless by HUD: 
Please have client initial box for most appropriate category 

Oct. I, 2017-Sept. 30, 2018 

py 2018 

ServicePoint #: -------

0 CL living in Places Not Meant for Human 
Habitation OR in a Shelter. (Cat. 1 Par. 3) 

0 Residence will be Lost Within 14 days AND No 
Subsequent Residence has Been Identified AND CL 
Lacks Financial Resources & Support to Obtain 
Permanent Housing. (Cat. 2) 

(please attach current shelter records if CL is staying in 
our shelter, shelter records must be either day sleep or 
emergency night shelter) 

0 CL exited a Public Institution 
0 Written Statement that CL is Fleeing OR Attempting 

to Flee Domestic Violence AND No Subsequent 
Residence has Been Identified AND CL Lacks 
Financial Resources & to Support to Obtain 
Permanent Housing. (Cnt. 4) 

*Also needs Proof of Due Diligence form * 

*Also document ornl statement below* 

I self-certify that I----------------------------------

Self-Certification of Chronically Homeless: 

The U.S. Department of Housing and Urban Development (HUD) defines a chronically homeless person as: 

(I) A "homeless individual with a disability," as defined in section 40 I (9) of the McKinney-Vento Homeless Assistance Act (42 
U.S.C. 11360(9)), who: 

(i) Lives in a place not meant for human habitation, a safe haven, or in an emergency shelter; and 
(ii) Has been homeless and living as described in paragraph (I )(i) of this definition continuously for at least 12 months or on 
at least 4 separate occasions in the last 3 years, as long as the combined occasions equal at least 12 months and each break in 
homelessness separating the occasions included at least 7 consecutive nights of not living as described in paragraph (I )(i). 

(Stays in institutional care facilities for fewer than 90 days will not constitute as a break in homelessness, but rather such 
stays are included in the 12-month total, as long as the individual was living or residing in a place not meant for human 
habitation, a safe haven, or an emergency shelter immediately before entering the institutional care facility]; or 

(2) An individual who has been residing in an institutional care facility, including a jail, substance abuse or mental health 
treatment facility, hospital, or other similar f.1cility, for fewer than 90 days and met all of the criteria in paragraph (1) of this 
definition, before entering that facility; or 

(3) A family with an adult head of household (or if there is no adult in the family, a minor head of household) who meets all of 
the criteria in paragraph (I) or (2) of!his definition, including a family whose composition has fluctuated while the head of 
household has been homeless. 

DYES DNO D DON'T KNOW 
* Each episode(s) of homelessness have been documented on the Eligibility Form 

By signing below I certify that the information presented in this certification is true and correct to the best of my 
knowledge. 

Client Signature Date 

Staff I Witness Printed Name Staff I Witness Signature 
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Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

Shelter Rules & Behavior Agreement Updated: 09-29-J<;' 

Client Printed Name:.,-=---------
First Name Last Name 

ID#: -::::::;;=:;-;;;---
ServicePoint ID 

All clients, staff, volunteers and guests at the ARCH are expected to adhere to the rules and behavior guidelines set 
forth within the Shelter. Each is also expected to follow all staff directives. 

CLIENT GRIEVANCE PROCESS 
The Client Report Form should be used for any shelter issue that a client feels needs correction, improvement, 
notification, or attention. This process can also be used to appeal a decision made in staffing or in the termination of 
services. The issue may involve a shelter employee, shelter space or materials, shelter policies, or other shelter clients. 

An overview of the process: 

l. Client should first talk to the appropriate department's on-duty manager to see if issue can be resolved. 
2. ffthe issue cannot be resolved by the on-duty manager, or if the on-duty manager recommends that the client 

complete a Client Repmi Form, the client should do so and place it in the submission box. 
3. Fmms will be collected on a weekly basis, and distributed to the proper manager for follow-up 
4. If client is not satisfied with the outcome, they may request the report be reviewed by the Executive Director. 
5. If the client is still not satisfied with the outcome, they may request the repmi be reviewed by the Appeals 

Committee of the Front Steps Board of Directors. 
6. The decision of the Appeals Committee will be the agency's final decision. 

*For full details on the Client Grievance Process Policy, please see the Shelter Operations Standard Operating Procedures. 

Front Steps does not tolerate retaliation to repmis submitted by any of its employees, volunteers or clients. 

CLIENT STAFFING PROCEDURES 
Clients who choose to break the rules and/or choose to not follow staff directive may be asked to leave and return for 
staffing. Staffing is a meeting between the client and a shelter manager. The incident is discussed, and any disciplinary 
action is detem1ined. 

Suspension lengths vary based on the infraction. In the event a client is asked to leave the shelter, they may be asked to 
retum for staffing. The client must wait a minimum of24 hours before returning to sign-up for a staffing meeting. 
Staffing meetings are available on a daily basis. 

TERMINATION OJ<' SERVICES 
ln instances of extreme client misbehavior, Front Steps may choose to terminate services by issuing a Criminal 
Trespass Warning (CTW). By issuing n CTW, Front Steps is lcnninating the client's access to all services offered 
on property at the ARCH. It will be a criminal oflense for the client to be on properly while C:TW is in eflect. 

The client must pa11icipate in a Stnfl1ng session to be able to return to property and regain access to services after 
the end elate of the applicable CTW. 

CLIENT AGREEMENT 
I understand that as a client of Front Steps, and by participating in programs at the Austin Resource Center for the 
Homeless, I am expected to abide by the rules and behavior guidelines set forth by the agency. I understand that these 
rules and guidelines may be updated by Front Steps Shelter Operations as needed, and that it is my responsibility to be 
aware of postings within the facility that notify me of these changes. 

X Date:---------

RS 



Front Steps, Inc. & Austin Resource Center for the Homeless (ARCH) 

New HMIS Card Agreement Updated: 09-29-15 

Client Full Printed Name:-------------------- ServicePoint ID#: -------

I understand that: 
Initial each statement 

The card is the propet1y of the Agency. 

The card is issued to assist in the identification of the valid cardholder and is to be presented to 
Agency staff for utilizing services (services include entrance into the building) offered to me. 

The card is non-transferable. Altering or intentionally damaging my card, using another person's card, 
or allowing my card to be used by another person will result in disciplinary action. 

The card is only valid while I am a registered client (7 years from the last day of services used) 

The photograph taken for the HMlS card must be perceptible (i.e. no hats, no sunglasses, and no items 
obscuring the face, etc.) 

I am responsible for following the Replacement Procedures outlined below in order to replace my card 
if lost, stolen or intentionally damaged. 
As a courtesy, the Agency will replace your card for purposes of natural wear and/or deactivation. 

Replacement Card Procedures: 

1st Replacement: 
FREE 

2nd Replacement: 
2 Se1-vice Hours 

3 or more Replacements: 
4 Service Hours pet· Replacement 

STAFF VERIFICATION 
I' lease initial next to each ,\·tep upon completion 

PREPARER CHECK-LIST: 

Form(.s) q( ID U,\'ed to verifj' identity (check all that apply) 

0 US Driver's License 

0 SS Card 

0 Other: 

0 US State ID 

ONone 

Community Service hours must be completed 
through Front Steps' Community Service 
Restitution program in order to replace a lost, stolen 
or intentionally damaged HMIS identification card. 

__ Take and Upload Photo to HMIS 

__ Add note into !-I MIS that client signed form and 
received card 

Place form in Completed l·[fi.-IIS File Folder 

NIGHT STAFF ONLY 

---·- Scan and upload agreement into HMIS 

As the client named above, I agree to abide by the policies stated above in this document. Fm1hermore, I 
understand that the policies in the Card Agreement may be updated by the staff as needed, and that it is my 
responsibility to be aware ofpostings within the facility that notify me of these changes. 

X Date:-------
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INTRODUCTION 

The Shelter Operations: Standard Operating Procedure (SOP) manual is a set of directives that 

cover the operations at the ARCH that have a definite or standardized procedure. Its purpose is to 

instruct staff in the effective provision of services to Austin's homeless population as well as 

those who are at-risk ofhomelessness. 

This SOP manual is developed to achieve maximum safety and efficiency within the facility and 

in the performance of services within the various operations at the A.R.C.H. 

To insure full compliance with current rules and regulations, it is imperative for all Front Steps 

managers, as well as co-located agencies, to contribute to the SOP manual on a regular basis. 

This manual is intended as a guide to support the judgment and experience of the staff within the 

ARCH Shelter's service offerings and programs operations. It also serves as a basic description 

of services available to populations that the ARCH serves. 

ADMINISTRATION: 

• General staff personnel policies are outlined in the employee manual. 

• The following procedures and guidelines are additional to the Front Steps Employee 

Manual, and are applicable as indicated to Shelter Operations Staff. 

• Policies in the Employee Manual overrule those in this manual. 
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ABOUT FRONT STEPS 

Front Steps is a private non-profit organization contracted by the City of Austin to manage the 

Austin Resource Center for the Homeless (ARCH). Front Steps offers not only a variety of basic 

needs services for homeless adults and individuals at-risk ofhomelessness, but also offers longer 

term programs focused on transitioning clients into housing. 

OUR MISSION 

Based on the belief that all people deserve the dignity of a safe place to call home, Front Steps' 

mission is to provide a pathway home through shelter, affordable housing, and community 

education. 

• Providing excellent case management, support, and shelter services. 

• Transitioning people experiencing chronic homelessness to a variety of sustainable 

housing options. 

• Educating the community about the needs of men and women experiencing homelessness 

and innovative approaches to meeting those needs. 

OUR VISION 

To provide real answers and real solutions to the needs of people experiencing homelessness. 

• Front Steps provides a continuum of services for ending homelessness. 

• Front Steps meets the needs of homeless individuals by leveraging broad, diversified 

streams of funding and community support. 

• Front Steps exercises a leadership role with providers, policy makers, and the community 

for real answers to issues facing homeless people. 
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SHELTER OPERATIONS OVERVIEW 

Within Front Steps, the department of Shelter Operations is made up of the ARCH Shelter, 

Building Services, and Kitchen Services. Individual managers within each division supervise 

program elements and staff. Shelter Operations is supervised by the Shelter Director and 

overseen by the Front Steps Executive Director. 

Attachment #I: Shelter Operations Orgtmizational Chart 

GOALS OF SHELTER OPERATIONS 

• Provide access to basic tools and resources necessary for healthy daily living as an 

essential bridge for individuals transitioning from homelessness to permanent housing. 

• Provision of those tools and resources in a respectful, safe, and clean environment. 

• Provision to individuals who can use those tools and resources to end their homelessness. 

ARCH SHELTER 

The ARCH is a co-located facility. Front Steps provides a host of services within the ARCH 

Shelter, including food services, basic needs services, and client specific programs, groups. 

The ARCH also houses staff from several agencies that provide direct services for individuals 

experiencing homelessness, or are at-risk of homelessness. A full and cun·ent list of these co

located agencies can be found on the Front Steps website. 

Some of the Basic Needs Services at the ARCH Include: 

• Public Restroom • Phone Calls • 
• Shower Facilities • Postal Mail • 
• Hygiene Supplies • Computer Lab • 
• Laundry Facilities • Bus Passes • 
• Locker Storage 

*Services listed in "italics'' are provided by the Programs Department qf Front Steps. 

Shelter Operations does not directly oversee the e.x:ecution qfthese services. 

BUILDING SERVICES 

Case Management 

Streets ofHope 

Housing Services 

Co-located Services 

All maintenance issues pertaining to the building are directed by the Building Services Manager. 

This includes, but is not limited to janitorial services, preventative maintenance, construction, 

equipment and/or building mechanical systems. 
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SHELTER OPERATIONS OVERVIEW 

Building Services oversees the functionality of AC/HV AC, washers and dryers, internal wiring, 

office equipment, phone system, security system, fire system, plumbing, fixtures, and more. 

If staff observes or experiences that any fixture, appliance, equipment or building system (such 

as plumbing, electrical, etc.) is broken or otherwise not functioning properly, staff must complete 

work order procedures in a timely manner, and communicate it to the Building Services staff. 

The work order procedures will be set by the Building Services Manager. 

If the maintenance issue is one that causes immediate hazard, or involves the security or fire 

systems, staff must notify the Building Services Manager immediately. 

Shelter Operations: Standard Operating Procedures Page 5 of60 

1 fo I 



SHELTER OPERATIONS OVERVIEW 

KITCHEN AND DINING SERVICES 

The Kitchen Manager oversees all services of the ARCH Kitchen, and is a Certified Food 

Service Operator. All staff employed in the kitchen will maintain a current Food Handler's 

Certification. Kitchen facilities are cettified and inspected annually by the City of Austin's 

Health and Human Services Depmtment, in accordance with lawful certification procedures. 

Dinner is prepared and served from 6:15 p.m.-7:45 p.m. to I 00 of the men registered for the 

Emergency Night Shelter services. Every effort is made to ensure a nutritious and balanced meal 

is served. As able, the kitchen complies with necessary dietary restrictions of our clients. 

Juice and a small snack are provided each morning to clients in the Emergency Night Shelter. 

VOLUNTEERS AND COMMUNITY SERVICE 

Volunteers 
Volunteers may be any person within the community that would like to contribute their time for 

the betterment of the Front Steps organization. Volunteers utilized for activities within Shelter 

Operations shall be managed by the Volunteer and Communications Coordinator. 

All requests for volunteers shall be made through the Shelter Director. 

Community Service/Restitution 
Persons who must complete court mandated community service hours may do so within Building 

Services. Anyone who is interested in this program may check-in at the Resource Desk of the 

ARCH between 7:00am and 5:00pm on the hour, Sunday through Saturday. Community Service 

workers should plan to work for a minimum of two hours, and should bring their service order 

with them. Records shall be maintained by the Building Services Manager or his/her designee. 

Signed confinnations of hours served will be provided to Community Service workers during 

hours when a Building Services staff member is available. 

Contact the Building Services Manager for more details. 
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ARCH SHELTER PROGRAMS AND SERVICES 

The ARCH shelter programs exist to provide homeless individuals living in Austin, with the 

basic needs required to improve their living situations, basic living skills, and abilities. The 

program elements are designed to support their efforts toward peaceful co-existence in the 

Austin community, and their efforts to end their homelessness. 

Building Security 
Clients may enter only through the front door during the hours of the Day Resource Center, and 

must pass through the security checkpoint. Upon each entry, clients shall provide staff with their 

internal ID number, allowing staff to check for required data updates as well as to ensure that the 

client is permitted inside the building. Staff, volunteers, board members and agency guests are 

not required to pass through the security checkpoint. 

All baggage and belongings brought in by a client will be required to pass through security. If a 

client requests that their bag not pass through the X-ray scanner, staffs at the security checkpoint 

have the authority to inspect the bag by hand. The staff will be required to wear rubber gloves for 

protection while handling a client's personal items and searching bags. 

Weapons, and items that may be construed as weapons, are not allowed to be kept on the client's 

person while on ARCH property. If a client has a knife or other sharp object that may cause 

bodily harm to themselves or another, on their person or in their bags, they will be instructed to 

check it in with the staff person at the security checkpoint. 

As a courtesy, the ARCH will store the item(s) for the individual, for the duration of the time 

they are in the building; not to be more than 14 days. ltem(s) will be properly marked with the 

client's name, date of entry, and the staffs initial. They will be stored alphabetically by last 

name in the designated storage space. Front Steps takes no responsibility for these item(s), and is 

not responsible if the items are disposed of due to abandonment. The items are returned to the 

client upon their exit. If an item is not picked up by the client within I 4 days, it will be 

considered abandoned and will be disposed of off-site. 

Absolutely, no guns are allowed on property. If a gun is observed to be in possession by a client, 

staff volunteer, board member or other guest, the police will be called immediately. 

Day Resource Center 
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ARCH SHELTER PROGRAMS AND SERVICES 

The Day Resource Center operates 6:30am-5:30pm daily and provides information and refenal 

assistance to walk-in clients and callers according to needs. Clients are connected via Front Steps 

to community, private and public agencies and resources. 

• Referrals and sign up for other Front Steps programs and referral information about 

external services are available at the Resource Desk. 

• Clients are welcome to remain in the community areas in the chairs. 

• Clients in the Day Room will remain upright at all times (i.e. no head on table resting, or 

lying down while in the shelter.) 

• Clients may sign up for and use any or all of the services listed below. 

Day Sleep Program 
In an effort to utilize our sleeping areas during the daytime hours, the Day Sleep Program 

provides sleeping accommodations for up to I 00 clients; 20 women and 80 men. All women are 

invited to the Day Sleep Program, as we are unable to provide nighttime accommodations for our 

female clients. Men in the Day Sleep Program may have worked the night shift, have a medical 

or disabling condition, or may have been turned away from the Emergency Night Shelter on the 

previous night. 

Emergency Night Shelter 
The Emergency Night Shelter provides emergency shelter for up to 230 men nightly. Clients 

may receive a bed reservation through either Shelter Case Management, or a co-located agency. 

Clients may also participate in a nightly lottery for open beds, if they are not on a reservation. 

ARCH Services 
Front Steps will manage the following services during the Day Resource Center as a benefit to 

our clients. Select services may be made available during the Emergency Night Shelter; these 

services will be limited to clients with special permission via Front Steps Program Managers. 

Front Steps makes every effort to be gender conscious, but our facility designations allow only 

for male and female sexes. Clients identifying as males should use the men's restroom/shower 

facility, while clients identifying as females should use the women's restroom/shower facility. 

Clients not clearly identifying as male or female, should use the facility that feels safest to them. 
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ARCH SHELTER PROGRAMS AND SERVICES 

Restrooms and showers are all single stall, and equipped with a door, patiition, or curtain for 

pnvacy. 

Front Steps policies respect the dignity of each person, and services are to be offered to all 

clients. Staff will address any issues other clients may have with this policy. Clients 

uncomfortable with use of restroom or shower facilities in presence of others may petition staff 

for alternative arrangements. 

Public Restrooms 
• Men's and women's public restrooms are available for client use, during regular 

operating hours. 

o 6:30-7:00am, restrooms on the first floor will be unlocked 

o 7:00-1 0:30am, facilities on the second floor will be open 

o I 0:30-11: !Sam, facilities are closed for cleaning 

o II: ISam-3 :30pm, facilities on the second floor will be open 

o 3:30-S:30pm, restrooms on the first floor will be unlocked 

• Accessible restroom facilities are solely for use by persons with disabilities, at all times. 

• The restroom stalls and sinks may not be used for bathing or laundry, at any time. 

Shower Facilities 
• Showers are located on the second floor, and are available only at pre-determined times. 

o 7:00-1 0:30am, facilities on the second floor will be open 

o I 0:30-11: !Sam, facilities are closed for cleaning 

o II: ISam-3 :30pm, facilities on the second floor will be open 

• Accessible shower facilities are solely for use by persons with disabilities, at all times. 

• Towels and other linens are not provided to clients by Front Steps. 

• Restroom and shower areas are monitored at all times by a staff, volunteer or security. 

Hygiene Desk (a.k.a. Soap Desk or Mail Desk) 
• The Hygiene Desk is located just outside the second floor restroom facilities. 

• Personal hygiene items are available for distribution to clients, as supplies allow. 

Supplies are primarily donation based, so availability does vary day-to-day. 
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ARCH SHELTER PROGRAMS AND SERVICES 

• Daily items include, but are not limited to: shampoo, soap, conditioner, toothpaste, 

peroxide, alcohol, lotion, deodorant and feminine products. 

• A select number of razors and toothbrushes are made available daily. 

• Staff reserves the right to limit the number of products provided to an individual client 

based on availability and reasonable consumption. 

Laundry 
• Laundry facilities are available to clients needing to wash clothing. 

• Access to the washer and dryer rotation is on a first come, first served basis. 

• Clients can sign up at the resource desk as early as 5:30a.m., Sunday through Saturday. 

• Clients will sign up for a specified time at which to wash their clothes. Client must arrive 

with their clothes, ready to wash, no later than his/her assigned time. If a client is not 

present at the time of their assigned wash, their washer may be redistributed. 

• If all times are full, a client may be placed on the Stand-By List. Once called, the client 

will have 15 minutes to respond and load the specified washer. If a client's name has 

been called twice, with no response, their name will be dropped from the Stand-By list. 

• Any client that misses their laundry call will have to sign up in a later time slot, or, if all 

times are full, they will have to sign up again on another day. 

• The first round of laundry will be no earlier than 6:00am and the last round will be started 

no later than 1:OOpm. 

• Due to the high demand on laundry services, Front Steps reserves the right to limit clients 

to no more than one load oflaundry every 7 days. Although, the organization will make 

every effort to make the service as available as possible. 

• Clients are responsible for their clothing while in the washers and dryers. No shoes can 

be washed or dried in the machines, at any time. 

• Washers and dryers are provided as well as laundry detergent and fabric softener. 

• Anyone abusing or using equipment other than how it's intended, will be asked to leave 

immediately and return for staffing procedures. 

• Clients must wash clothes before they can dry clothes. Clients may not just dry clothes. 

Lockers 
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ARCH SHELTER PROGRAMS AND SERVICES 

A system of lockers inside and outside the building, are available for individuals to safely store 

clothing, personal or valuable items. 

• All lockers will need to be registered on a monthly basis- between the I" -I 0'11 each 

month. 

• HMIS picture ID card will be required to register the assigned computer. 

• Lockers will be emptied and distributed in a lottery system, 2 times monthly. 

• Locker Lottery on the 12'11 : Tan lockers (bigger lockers) at Noon. 

• Lockers not registered by the I 0'11 will be emptied on the II '11 • 

• Belongings will be held for a minimum of 5 days, and discarded by the 19'11
• 

• CM clients (who do not have a 3rd floor bed assignment) may draw for a locker. 

• Clients in a Blue/Green locker (who do not have a 3rd floor bed assignment) may draw to 

move into a Tan locker. 

• Clients who are not on CM and do not currently have a locker, may draw for a new 

registration may draw for either a tan or blue/green locker. 

• Locker Lottery on the 20'11 : Blue/Green lockers (smaller lockers) at Noon. 

• Lockers not registered by the I Oth will be emptied on the 19'11
• 

• Belongings will be held for a minimum of 5 days, and discarded by the 27'11
• 

Bed Assignment Audit 

• On/by the lOth of each month, the Day/Weekend manager will run a locker audit to 

determine clients in Tan lockers who may have been moved to a 3rd floor bed assignment 

since the last registration cycle. 

• If a client in a Tan locker is found to be assigned to a bed, the client will be moved from 

the Tan locker and reassigned to a Blue/Green locker on the II u'. 

• Clients who find their belongings removed from their tan locker, should check with the 

Resource Desk to get their reassigned locker number and new combination. 

• If a CM client is removed from their bed assignment, they may participate in the regular 

lottery on the 12th to get a Tan locker, same as other clients. 
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ARCH SHELTER PROGRAMS AND SERVICES 

Schedule of Client Access to Lockers 
Case management lockers: Clients on case management with third floor lockers will have access 

to these lockers during the Emergency Night Shelter and with manger approval. 

Phones 
• There are phones located in the first floor day shelter area for local calling. 

• Phone use is limited to 5 minutes at a time. 

• Exception: staff can approve longer phone use for phone calls when necessary. 

Messages for Clients 

• Resource Desk staff takes phone messages for clients during regular business hours. 

• Messages are handwritten on message slips and posted on the message bulletin board on 

the first floor and taken down after 30 days. 

Client Mail 

ARCH clients can use the ARCH location to send and receive mail. The address for client mail 

is: P.O. Box 2509, Austin Texas, 78768 

• Upon receipt at the ARCH, all client mail is date stamped and sorted by staff. All 

medication received by mail is logged in the medication logbook. All governmental 

checks are logged in the check logbook. All packages received by mail are logged into 

the package logbook. 

• Client mail is stored in three locations; 

o Mail is kept alphabetically in the cabinets located at the Hygiene Desk. 

o Packages and medications are kept in a designated locked cabinet behind the 

Resource Desk. 

o Governmental checks are also kept in the safe in the Shelter Manager's office. 

• When clients pick up mail they must show their HMIS card. They must also sign for any 

medication or governmental checks in the appropriate logbook. 
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ARCH SHELTER PROGRAMS AND SERVICES 

• Client mail pick up by anyone other than the client (e.g. lawyer, relative) requires that a 

notarized letter of authorization be on file in the log book (located behind the Resource 

Desk.) Anyone picking up mail must show an HMIS card. 

• Mail is held for 30 days. Uncollected mail, including packages, medications, and 

government checks are returned to sender after 30 days. 

Shelter Drtilv Opc·rmiolb 

Copies and Faxes 

• Resource Desk staff will provide business related copying and faxing for clients. 

o Copying and faxing must involve the documentation and communication necessary to 

obtain benefits, housing, or employment. 

TOWN HALL MEETINGS 

The ARCH homeless community meets for a Town Hall meeting from 9:30- 10:30 a.m. on 

every third Wednesday monthly. Clients, staff, administrators, board and community members 

are welcome to participate in the Town Hall Meetings. 

The purposes of Town Hall Meeting are to provide a public forum oppmiunity for staff to bring 

forward general announcements, as well as for clients to bring attention to issues of concern to 

the entire community. If a client has a personal matter, Front Steps encourages these to be 

addressed in a non-public forum. 

PURPOSE 

• Voice any opinion about what is going on at the ARCH with client issues or services. 

• An oppmiunity to invite other organizations to come in to give a short presentation. 

STRUCTURE 

• Orderly conversation is required. 

• Facilitated by the Shelter Director or Assistant Shelter Director. 

• All visiting programs or presentations are limited to the first 15 min. 

• The town hall meetings are solution based. As such, pmiicipants are asked to provide a 

viable solution to the issue at hand. 

OUTCOME 
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ARCH SHELTER PROGRAMS AND SERVICES 

• Questions and concerns raised are addressed immediately when possible. 

• Some questions and concerns will require more time, or may not have a viable solution. 

• Reports on outcomes and/or progress are made at the next monthly meeting, if possible. 

• Minutes are taken to allow shelter managers to keep track of and attempt resolution to 

issues that are brought up. 

• Minutes are repmted to both the Front Steps Board of Directors and the City of Austin. 

CLIENT ENGAGEMENT ACTIVITIES 

In an effort to both provide clients with information and empower them to take action on their 

personal goals, Front Steps may coordinate activities at the ARCH that will encourage client 

pmticipation, entertainment, resources, or other benefit. Clients are encouraged to offer 

suggestion of other activities they would like to see coordinated that coincide with the Front 

Steps mission and vision. 

HOMELESS MANAGEMENT INFORMATION SYSTEM (HMIS) 

Front Steps must track relevant information about the individual clients that we serve. This 

information is protected by relevant privacy standards and these standards are communicated to 

the client during the intake process. Information collected is used by Front Steps in a collective 

manner to report on our services to contract managers, grantors, and the public. It may also be 

used to assist in securing additional funding. 

Client/Staff Guidelines for Day Sleeping Shelter 

• Admissions requirement: Must be 18 years old. The Day Sleeping Program has I 00 beds, 

80 for men m1d 20 for women. 

• Clients do not qualify for day sleeping if they slept on the third floor the night before 

without a doctor's note from the ARCH clinic or written permission from an ARCH case 

manager. 

• Clients who slept on mats the night before and are approved for Day Sleep are eligible for 

Day Sleep at 5:30am. 

• All day sleeps client must be entered into the HMIS database system. 

Shelter Operations: Standard Operating Procedures Page 14of60 



ARCH SHELTER PROGRAMS AND SERVICES 

• Clients are required to show a TB clearance result within 7 calendar days of the first day 

of program participation. There are no exceptions to this policy. 

• Clients must shower on the second floor before being assigned a bunk. This begins at 

7:00am. 

• The cut off time for bunk assignment is 8:00am. 

• Reservations for a bunk can be made for medical reasons by the ARCH Clinic staff. 

• The only clients allowed to go to bunk lockers, who are not sleeping that day, are those 

assigned to reserved bunks on case management. They may access their bunk lockers at 

8:30am and 2:30pm. This is unless their bunk locker is located in the woman's dorm. 

• All night shelter rules apply to days and are posted on the third floor. 

• Everyone is required to wear shoes and be fully clothed at all times. 

• No one is allowed in any dorm other than the one they are assigned to for that day. 

• Clients not on the day sleep reservation list cannot go to the third floor until they sign in 

on the second floor for day sleep or until the elevator is unlocked and will let them go to 

the third floor on their own. 

• Clients are not to be awoken by visitors unless prearranged by the client before sleeping. 

• Women are always assigned to dorm D. Women's restrooms are located on the second 

floor. No men are allowed in dorm D during the day. 

• Residents may bring their own belongings, but no more than what they can catTy in their 

own hands/arms. Resident's personal items/belongings are kept in the lockers under their 

assigned bunk. Nothing can be stored in the fire lanes at any time. 

• Blankets and bedding are generally not provided (see Cold Weather Blanket Program for 

additional information). 

• Clients can leave for lunch (only) and return to the day sleep area. Otherwise, the 

assigned bunk will be reassigned to someone else. 

• Once clients leaves the day sleeping area entirely, if any belongings are left behind, or the 

bunk contains trash or litter, the client assigned the bunk for the day (or previous night if 

applicable) will be placed on the suspension list and asked to attend staffing prior to 

returning to the day sleeping area. 
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Day Sleep Program Guidelines 

• Registration for Day Sleep begins at 7:00am. 

• Make bed assignment in HMIS to match where existing night sleepers are. 

• Always check for TB result dates. 

• Quietly dust and mop the floor, and check under mats where no one is sleeping. 

• Write an incident report on clients who left trash on their bunk, or under the mat, by 

checking the night crew bed assignment sheets. 

• Bunk assignments are from 7:30am- 2:30pm. 

• No more bunks will be assigned after 8:00am. 

• Client registration/sign into HMIS database 

• Wake-up clients at the times requested; and add new wake up calls only on the 30-minute 

mark, as requested by clients. 

• Monitor dorms making sure people who are not assigned to a particular dorm are not 

entering other dorms. 

• If a night case management client needs to go to his locker and someone is assigned his 

btmk he will have to wait until 6:00 pm to access his locker. 

• 2:00pm- Wake-up time for all day sleeping clients. 

• 2:30pm- Clients should be exiting the 3rd floor at this time. 

• 2:30pm- 3:30pm- cleaning and preparation for the night staff. 

Night Shelter Program Guidelines 

The Overnight shelter operates 7 nights a week 365 days of the year and serves 230 men per 

night. 

Admissions guidelines: 

• Must be 18 years old. 

• Admission to the night shelter program is limited to clients identifYing as males. 

• Sleeping space is assigned daily on a lottery basis. 
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• Sleeping space can be reserved on a weekly basis by the case manager for shelter 

residents who are in ARCH Case Management, and are actively working on a plan of 

action while meeting all program requirements and expectations. 

• The reservations may be renewed weekly. Extensions past 30 days may be granted for 

individuals who are meeting their case management goals. 

• Bunks can also be reserved for clients with a medical pass from the ARCH Clinic. 

• Clients must provide evidence of a TB test result within 7 calendar days of initiating 

services. No exceptions to this policy. The night shelter keeps a copy of client TB test 

result documentation on file in HMIS. 

• Clients must shower on the second floor before going to their assigned bunk or mat. 

• Clients can bring personal belongings into the Overnight shelter, but may not bring 

anything they can't carry in one trip. Residents' personal items/belongings are kept in the 

locker under the assigned bunk. (A resident can be defined as a client that is on the case

management bed reservation sheet.) 

• Clients must stay inside the shelter after the building closes each night. If a client leaves 

after the building is closed, they cannot re-enter. The client will lose that night of shelter, 

and be placed on the suspension list. He will lose his reservation if he is a case 

management client, until his case manager authorizes bed re-assignment. Clients who 

have lost their reservation privilege are responsible for contacting their case manager to 

re-instate the privilege. 

• If any belongings are left behind in the sleeping area, or the bunk contains trash or litter, 

the client assigned for the night to that bunk, will be placed on the suspension list and 

asked to attend staffing prior to receiving additional services. 

Emergency Night Shelter Procedure: 

Check-in & Lottery 

• From 5:15pm-6:15pm CSS staff at the Front Entry will check clients' profiles that wish 

to participate in the Emergency Night Shelter. No other services are offered at this time. 
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o Clients should have a current TB test on file. A one-time, 7 day extension will be 

given to clients in need of a TB test if no test is on file OR clients whose TB test has 

EXPIRED with no previous extension. 

o Clients should have no pending staffings on their profile in order to enter the 

building. 

*Proper forms of documentation in Service Point can be found on the Univeral Incident Formats 

Document. 

• Before the 6:15pm Lottery, clients may exit the building. This does not guarantee re

entry for the lottery if a client does not return on time. 

• First Floor restrooms are closed for cleaning until 6:00pm. At 6:00pm, clients may be let 

in2 at a time with staff permission to use the restroom. No client should be allowing 

himself to enter the building without staff approval. 

• Only clients previously approved to wait in the lobby are permitted to do so. All other 

clients awaiting ENS entry must wait in the garage. 

• Reserved bunks and mats should be held on Service Point for individuals on Case 

Management. 

• At 5:55pm, client kitchen volunteers may check in. There should be 4-5 volunteers. The 

Kitchen manager may ask for additional volunteers if they are short client volunteers that 

evenmg. 

• At 6:00pm, Case Management clients with a bunk reserve may check in. CSS should 

mark their presence on the Case Management sheet and check these clients into their 

assigned bunk on Service Point using their HMIS card. Unless a late curfew is noted on 

the Case Management sheet, Case Management clients will have until 7:00pm to check in 

before forfeiting their bunk assignment. 

• At 6:15pm the nightly lottery process will begin. Clients will not be able to exit from this 

point on. The front patio should be cleared of clients and any baggage left unattended. 

• Two staff members must conduct the lottery process. Typically, this will be the Night 

Manager and one CSS staff, or in the event of the manager's absence, two CSS staff may 

conduct the lottery process. 

Shelter Operations: Standard Operating Procedures Page 18 of60 



ARCH SHELTER PROGRAMS AND SERVICES 

• Clients on medical/mat reserve may draw first. Clients with disabilities may also draw 

first with staff approval. The general lottery will follow. 

• Clients who patiicipate in lottery fraud will be asked to leave the building and return for 

staffing procedures. Lottery fraud can be committed in the following ways: 

o A client intentionally pulls more than one lottery ticket or a client 

attempts/successfully enters the lottery line more than once. 

o Trading, buying or selling a lottery ticket. 

o Tickets with numbers I 00 or lower must be signed by the second staff member 

immediately upon drawing. Signature should include the client's first initial and last 

natne. Failure to do so will result in asking the client to be on suspension and return 

for staffing procedures. 

o A client that presents a ticket signed with a name other than their own. 

• CSS staff conducting check-in should count the remaining available bunks and count 

meal tickets for these bunks. The first set of lottery numbers will be called to fill these 

bunks. 

• At 7:00pm bunks assigned to clients with passes or no late curfew (who have not checked 

in), should be opened for lottery participants. These bunks should be counted and meal 

tickets provided to the next set of lottery patiicipants until all meal tickets are distributed. 

ONLY I 00 meal tickets m·e distributed regardless if a client chooses a mat instead of an 

open bunk. 

• Clients with meal tickets may head straight to the second floor to shower and eat. Clients 

must shower before going to the cafeteria. First Floor CSS staff should notify the Second 

Floor staff when all meal tickets have been distributed. Second floor staff will close of 

the Second Floor and clients without meal tickets will wait in the lobby until they are 

called for showers. 

• At 7:30pm Case Management clients with a medical or mat reserve may check in. CSS 

staff should check them into Service Point on a mat (or bunk if available) with their 

HMIS card. 
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• The rest of the lottery participants can now check in once their number is called until all 

remaining spots are occupied. 

o If capacity is reached and there are still clients waiting to check-in, now is the time 

open the held mats of medical/mat reserve clients that have not checked in and do not 

have late curfews. 

o If all clients have been called from the garage, and there is still mat availability, a 

second lottery will be held on the front patio, and the process repeats itself until 

capacity is reached. 

• Clients who have checked in may not return to the garage until everyone has showered 

and mats are down on the first floor. 

• At 7:45pm, Late Plates made by kitchen staff should be brought to the refrigerator in the 

elevator room and made available to clients with late curfews that are on the Late Plate 

list provided by Case Management. 

Showers 

• Clients with meal tickets must shower before eating. 

• Clients without meal tickets and have been assigned a bunk, must wait in the lobby until 

called for showers. 

• Second Floor staff should communicate to the First Floor staff when the sleeping areas 

are ready and the first group of clients may come to the Second Floor for showers. The 

number of clients per group will be determined by the Second Floor staff depending on 

shower availability. 

• Clients must shower before setting their belongings on a mat, as baggage must be 

attended to at all times. Clients cannot "hold" mats for their peers that have not showered 

yet. 

• Staff reserve the right to ask a client to return to the showers if it is suspected that the 

client has not thoroughly showered/has an odor that is offensive to the individuals around 

him. It is expected that staff will approach this client with respect and sensitivity to this 

ISSUe. 
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• Unless previously approved and documented, clients may not leave before 3:OOam. 

Clients choosing to do so will be placed on a 2 week suspension. 

Before Lights Out 

• The garage will be open again to clients once all clients have gone to the Second Floor to 

shower and the mats are down on the First Floor. Clients should not be taking mats until 

notified by First Floor staff. 

o Mats should be placed on each floor as shown on the mat assignment sheet (found in 

the Manager's Office). Mats are placed in accordance with capacity and fire codes 

and should not be placed outside of these designated areas. 

o There should be one mat per client unless 2 mats have been previously approved and 

documented for medical purposes. 

• The garage will be closed to clients at 9:15pm. 

o Staff assigned to each floor will be responsible to writing down clients' full 

names on their chosen mat on the mat assignment sheets. 

o 3'd Floor CSS will manage the Day Sleep excel document for the morning CSS 

staff. 

Lights Out 

• Lights will be turned off at 9:30pm and the garage will remain closed until I O:OOpm. All 

electronics and phones should be turned off/put away for the night. When the garage 

reopens, clients are more than welcome to use these items in the garage. 

• Coordinate stafflunch breaks. Breaks are typically at the following times with no more 

than two people on break at once- per Manager approval: 9:30pm, II :OOpm, !2:30am, 

2:00am. 

• Throughout the night, there should be a CSS staff stationed at the following areas: 

o One CSS on 3'd Floor. 

o One CSS in the 2"d Floor hallway. 

o Three CSS on the I 51 Floor at any of the following places: Resource Desk, CSS 

Office, and Front Entry. 
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Shift Duties 

• All staff should be making rounds on their assigned floor periodically throughout the 

night. •,· , ... ,·,·-:··. ··:·· 

• Night CSS staff are responsible for the following HMIS duties: 

o Data Confirmation of HMIS intake packets in Service Point. 

o Entering required data to the Data Confirmation google docs, 

o Scanning, renaming, and uploading confirmed intake packets to Service Point. 

o Filing completed client files. 

• Managers are responsible for nightly sidewalk counts at 1 O:OOpm, 1:OOam, and 4:00am. 

• Lottery Tickets for the next 4 days should be prepared. 

• After 11 :OOpm, no services are provided. Clients not participating in the night shelter 

(excluding women) may enter the building to get water or use the restroom. After 

11 :OOpm there are no exceptions. 

• Clients with late curfews and Late Plate privileges must shower before receiving their 

Late Plate. 

• Managers should be checking all clients out of Service Point at 11 :59pm and editing any 

exit times to reflect curfews. 

WakeUp 

• Sack lunches and client breakfast should be on the First Floor between 4:00am and wake 

up at 4:30am. Unless pre-approved for work, clients on the sack lunch list may not 

receive their lunch before 4:30am. 

First Floor: 

o Lights are on at 4:30am. Staff will respectfully wake clients direct them to clean up their 

sleeping space and place mats back in their designated area. 

o Clients are largely responsible for returning their mats and setting up lobby chairs before 

breakfast is served. 
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o Clients may use the Second Floor restrooms until 5:15am. 

Second Floor: 

o Conference Rooms A & B should be woken up at 4:45am. 

o Conference Rooms should be set back up depending on the day's schedule. 

o Cafeteria should be woken up at 5:00am and tables set up for the day. 

*All rooms should be swept (and mopped if necessary) and trash cans emptied. 

o The door to the Second Floor will be closed at 5:15am. Clients already in the restrooms 

will have until 5:30am to use them. *Showers should not be accessed in the mornings. 

Third Floor: 

o Clients are woken up 5:30am. Clients may ask for an earlier wake up time. 

3'd Floor staff is responsible for managing the approved Day Sleep list. Staff will 

reassign Day Sleep clients a new bunk if necessary. 

o Clients on the 151 or 2"d Floor with approved Day Sleep, must wait until 5:30am to go the 

3'd Floor and be assigned a bunk. 

o All clients not receiving Day Sleep must exit the 3'd Floor no later than 5:50am. 

Before Shift End 

• Garage is closed to clients at 5:45anl. No unattended baggage should be left in the 

garage. 

• At 5:50am, the leftover breakfast should be returned to the kitchen and remaining sack 

lunches returned to the refrigerator and locked. 

• Any unclaimed Late Plates can be passed out to clients. Clients who volunteered to help 

during the morning routine should be given priority. 

Night Managers should: 

• Review the Case Management sheet and ensure that all clients that are present are marked 

as such on the sheet. Clients who were late or considered "no-shows" should be 

indicated as such. 

• Submit a "Nightly Numbers" google doc with the requested information. 
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• Make a copy of the Community Care medical list and place the copy under their door. 

• Case Management Sheet, laundry/sack lunch list, and original Community Care medical 

list should be returned to the Night Shelter box at the Resource Desk. 

Cold Weather Shelter 

• Front Steps coordinates with local churches, to open their doors on freezing nights. 

• Up-to-date information about procedures is maintained by the Program Director. 

LogBooks 

One of the primary tools used for keeping track of information in the shelter programs are the 

series of logbooks. They are kept on the bookcase behind the front desk area. 

Recording current accurate information in the logbooks allows for staff working different shifts 

to quickly and easily locate information. This assists in providing continuity of service to the 

clients. Employees are expected to familiarize themselves with the logbooks, and use them to 

document all appropriate information. 

The logbooks currently include: 

• Mail: 

o Check log 

o Packagelog 

o Medication log 

• Medication Log 

o Medications are checked into the logbook when received. 

Medications are checked out of the logbook for one of two reasons, and both are recorded in the 

Medication logbook. The two reasons are as follows: 

o It's being returned to sender after 30 days of not being picked up by recipient. 

o The client has picked up the medication and signed for it. 

• Check Log- This is where the delivery and pick-up if Government checks are recorded. 
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• Checks are checked into the logbook when received. 

• Checks are checked out of the logbook for one of two reasons, both of which are 

documented in the Check Log. The two reasons are as follows: 

o It's being returned to sender after 30 days of not being picked up by recipient. 

o The client has picked up the check and signed for it. 

• Mail Pick-up Log- Notarized letters allowing the release of mail to someone other than 

• Blanket Log- The dispensing of blankets to clients for cold weather outdoor sleeping is 

recorded in this log. 

*Out-ofdate information or forms ji·om the logbooks are managed and stored for future 

reference by the Day Resource Center Manager 

PREVENTIVE MAINTENANCE & CLEANING SCHEDULE 

DAILY 

• Major cleaning of bathrooms three times daily; cleaned and checked every hour 

• Remove lint from laundry room and clean 

• Clean mats, third floor, and bunks used the previous night 

• Clean sidewalks 

• Clean all building areas-tables, floors etc. 

• Minor or major repairs as needed (major repairs can be done in house unless we do not 

have needed equipment) 

MONTHLY 

• Change AC filters (in house) 

EVERY THREE MONTHS 

• Check commercial kitchen stoves, dishwasher, steamer, and misc. appliances 

• Check all refrigeration, and clean coils 

• Clean filters in hot water heaters on the roof (in house) 
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• Clean exhaust fans (in house) 

EVERY SIX MONTHS 

• Kitchen exhaust hood cleaned and serviced 

• Windows cleaned inside and out 

• C02 sensors calibrated 

• Rainwater holding tanks drained and cleaned 

• Clean all AC coils and make up air filters (in house) 

ANNUALLY 

• Check back flow preventers 

• Paint pmis of the building (in house) 

As NEEDED 

• Electrical Systems: Entech Sales and Service is called for security and camera issues 

• Small electrical problems, such as fixture repair or lights etc. (in house) 

• Airco is called for major HV AC or plumbing repairs 

• Design Electric is called for major electrical repairs 

• Door and hardware repair (in house) 

CONTRACTORS 

A list of contractors and contracts are kept in the Building Services Manager's office. 

KEYS 

• All requests for keys shall be made through Human Resources 

• Only the Building Services Manager may order keys to be remade 

• Master copies of all keys are labeled a11d maintained in a locked cabinet in the Building 

Services Manager's office 

CHEMICALS 

• All chemicals, including cleaning solutions are to remain stored in their original labeled 

containers at all times in accordance with the instructions and temperature 

recommendations on the label. 

• Chemicals and cleaning solutions are not to be mixed. 

Shelter Operations: Standard Operating Procedures Page 26 of60 



ARCH SHELTER PROGRAMS AND SERVICES 

• Solutions/chemicals are not to be used for any use, other than that described on the label. 

• Accidental hazardous or injurious contact with any chemicals used in the regular cleaning 

and maintenance of the building or its equipment is responded to immediately. 

MSDSBOOK 

• The MSDS for all chemicals purchased for regular use in the building are maintained in a 

notebook in the 2nd floor Break Room. 

• This sheet of information is critical in the effective administration of medical care to 

anyone who has been hurt by chemical contact. 

• A copy of the appropriate page must accompany that person to the emergency room 

along with emergency personnel. 

FIRE EXITS 

• All staff is responsible for learning and knowing where the fire exits and fire 

extinguishers are located in the building. 

• Exit maps are located are by elevators and all interior exit doors. 

• Fire exit procedures are outlined in the Safety and Security section of this manual. 

MAIN POWER LOCATIONS 

FIRST FLOOR: 

• The main hub is in the service elevator room- enters via garage. 

• Breaker box in garage south wall- blue door in the middle of the garage wall. 

• Breaker box by the clinic rear door. 

SECOND FLOOR: 

• Breaker boxes near Conference Room A and by women's bathroom- double blue doors. 

• Breaker box in rear of kitchen. 

THIRD FLOOR: 

• Breaker box located in storage room nmih of elevator. 

ENERGY MANAGEMENT SYSTEM 
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• Andover Controls is the energy management system that handles the key cards, lighting 

and air conditioning. 

• System provides information on where alarms are located and when they are triggered. 

• Located in Building Services Managers office. 

• Manual located in Building Services Manager's office. 

SAFETY IN THE ARCH KITCHEN 

Any person in the kitchen must adhere to the following: 

APPROPRIATE ATTIRE 

• Safe footwear; no sandals, slip-ons, or open-toed shoes. Rubber soled shoes are best. 

• No shorts or sleeveless shirts. 

• Sleeves are pulled up to prevent clothing from contaminating the food. 

• Long hair is always tied back or contained by a hat while in the kitchen. 

• Aprons are provided both to protect clothes and reduce contamination. 

PERSONAL HYGIENE 

• Anyone who is ill should not be working or volunteering in the kitchen in any capacity 

that includes handling food. This is important to prevent contamination. 

• Wash hands with soap upon arrival at the kitchen. 

• Wash hands when switching working from one food product or task to another. 

• Wash hands with soap anytime hands become contaminated. For example after sneezing 

and coughing, or after using the washroom. 

• Do not handle food with open sores and cuts; foodservice plastic gloves must be worn. 

GUIDELINES FOR CLIENT BEHAVIOR 

Clients served in the dining hall must adhere to the following. Clients may not: 

• Throw away plates, glasses, or silverware 

• Steal food off of the line 

• Take cups, saucer, plates, or other ARCH property from the dining hall 
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• Go through the line more than once. 

• Carry food or drinks out of the dining room. 

• Use the kitchen elevator without a staff member. 

Clients observed breaking mles in the dining hall are asked to leave the shelter and return for 

staffing procedures, as outlined in the Client Rights and Responsibilities section of this manual. 

• ARCH uses community service volunteers referred by the courts in a variety of 

capacities. 

• CSR workers must inform their parole/probation officer or community comi prior to 

performing their community service with the ARCH. 

• The CSR worker will meet with the day resource manager or maintenance manager. 

• An initial meeting includes a review of court documents and requirements, and checking 

photo-ID. CSR Worker must be eighteen years of age in order to do community service at 

the ARCH (no minors). Community service volunteers must follow all of the instructions 

from the courts as to the terms of their service. 

• In addition, they must follow all rules and guidelines that apply to ARCH staff and 

clients. 

• The courts provide a timesheet for CSR volunteer's usage; a copy is kept at the ARCH in 

a sign in/out log in the bookcase behind the front desk area. 

Volunteer Services and Community Relations: 

Callers 

Contact Community Relations Coordinator at 305-4153. 

Donations 

• All acceptable donations must be processed through the Resource Desk. 

• Donations not accepted include cooked/pre-prepared food (unless from authorized church 

providing sack lunches). 

• We refer clothes donations to the Trinity Center. 
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• Each donor should sign the donation log and include their nan1e, address, zip code and 

description of item( s) donated. 

• Donor Receipts are located on the General Drive. 

• It is the responsibility of the Resource Desk staff to present a receipt to each donor. 

• Monetary donations should be given to the Executive Director, Community Relations 

Director, Shelter Director, Day Manager or the acting day manager. 

• Please do not slide checks or cash underneath the Community Relations Director's office 

door. 

• Updated lists of acceptable donations can be found on onr website or distributed via 

email. 

• Verbal updates will be given at day staff meetings as needed. 

• Donations are to be received graciously. Please remember to say "Thank You" and 

collect all donor information. 

Visitors 

• Each visitor to the ARCH needs to be greeted and check in at the Front Entry before 

being directed to the Resource Desk. 

• After ascertaining the nature of their visit, the appropriate measure should be taken. 

o If it is an appointment with Front Steps employee or a co-located agency 

employee, a phone call should be made to that employee alerting them their 

visitor is in the day room. 

Volunteers 

• Public volunteers seeking information on volunteering should be referred to our website 

for information, and to complete an on-line application. 

• For those callers who do not have access to the Internet, please refer them to the 

Community Relations office. 

• Every potential volunteer must attend an orientation. 

• Orientations are scheduled twice a month, the second Tuesday at 2:00 pm and the fourth 

Saturday at 11 :00 am. 
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• Volunteers are mostly used in the kitchen, computer lab, and assisting Front Steps staff at 

the Front Desk. 

• Other volunteer opportunities are either suggested by a potential volunteer or designed by 

staff for a specific need. This includes the sorting of donations, working on events, etc. 

• Scheduled volunteers are allowed to park in St. David's parking lot during their volunteer 

serviCe. 

• Although volunteers should not have access to keys or key cards, they are welcome to use 

the bathrooms and break rooms on the second floor co-located agencies area. 

• A volunteer schedule is sent out every Friday to the kitchen staff and is also posted on the 

Day Manager's door. 

• If the Community Relations office receives information concerning a volunteer's 

commitment, that information will be passed on to the appropriate manager. 

Media 

Media inquiries and calls should be directed to the Community Relations Coordinator 305-4153. 

• Safety and security are the responsibility of all Front Steps employees and clients. 

• Everyone needs to be aware of, and participate in, a safe environment. 

• Employee and client daily actions- degree of alertness and preparation to act 

appropriately when needed, will directly affect the level of safety in the shelter building and 

surrounding prope1ty. 

• Instructions regarding employee workplace safety are in the employee manual. 

Camera Surveillance System 

• Non-staff access to the building and movement within the building is controlled at all 

times. 

• The building doors are locked for ingress 24 hours a day. Staff opens doors for clients 

and visitors either physically or by staff remote release from the security counter post. 
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• The magnetic lock system for the doors is programmed and monitored by computer. 

• The elevator is locked for access of non-staff from 3:00pm- 8:00am. Staffs are issued 

security access cards by the Maintenance Manager. Loss or theft of a card be reported to the 

Manager immediately 

• Security cameras inside monitor the building and outside at all times. Those images are 

recorded to video. 

• Staff monitor cameras in real-time at the 2nd and 3rd floor work stations 

The shelter staff is in immediate communication though the use of walkie-talkies during their 

shifts to facilitate the speed and the effectiveness of communication in the building. 

Front Steps 

Fire Safety Procedures 

If any staff should see smoke, flames, or smell something burning, IMMEDIATELY 

A. ISOLATE the fire by closing the door, if possible. 

B. ACTIVATE the fire alarm 

C. BEGIN evacuation procedures 

Evacuation Procedures 

A. The operations manager on duty should contact fire depmiment. Provide the 

department with the address of the building (500 E. 7111), and, if known, which floor is on fire, 

what area is on fire (north, south, east, west) and what is on fire. 

B. Each operations staff on each shift is assigned a door. If the fire alarm goes off, staff 

should walk to this door and notify clients that they may exit through that particular door. This 

is especially important if too many clients are trying to exit through one door. 
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C. Two people on each shift are assigned to help disabled people if necessary. Staff 

should let managers know immediately if they have a disabled person on their floor. 

D. If staff is assigned a door by the stairwell, first touch the door to see if it is hot, if not, 

then check the stairwell to see ifthere is too much smoke to use it as an exit. If so, direct clients 

to another exit. If not, ask client to walk quickly but safely down the stairs. Ask clients to keep 

to the right side of the stairwell in case fire personnel are coming up the stairs. Keep calm and 

try to keep clients calm. Remember, the building sprinklers systems make it very, very difficult 

for a fire to spread rapidly. Securely close the door after everyone has exited. 

E. All staff should direct client to the safety zone (the parking lot across Neches Street). 

F. Staff should exit to the safety zone after clients have exited. 

G. One person on each floor, on each shift, should be assigned the position of Fire 

Warden. Due to employees rotating between floors, assign the position rather than the 

individual. (I.e. the person working the soap desk is the fire warden for the second floor, the 

person working check-in on third floor is fire warden for third floor). Fire wardens have the job 

of checking the floor for stragglers. For example, check the restroom and make sure clients have 

left. Staff should help clients when necessary, but not wait for clients who refuse to hmTy. 

H. The operations manager on duty should interact with the fire department. 

Fire Evacuation Plan 

Staff duties and responsibilities 

Maintaining radio communication is very important during a fi1·e evacuation. 

Staff members must familiarize themselves with the location of all exits and the following 

procedures when stationed at various locations throughout the ARCH. 

ARCH STATIONS AND RESPONSIBILITIES 
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1. X-Ray Machine: 

a. During the day: staff members stationed at x-ray machine will be responsible for 

evacuating the front porch. All clients will be escorted across the street to the parking lot on 

Neches street. 

b. During evening intake: staff members will be responsible for evacuating the 

"Day Area" of the first floor. This includes the laundry room, locker area, computer room, and 

men and women restrooms on first floor. The clients will be escorted through the day area exit 

door to the Front porch, and across the street to the parking lot on Neches Street. 

2. Front Desk 

a. During the day: Staff members stationed at front desk will be responsible for 

evacuating the "Day Area" of the first floor. This includes the laundry room, locker area, 

computer room, and men and women restrooms on first floor. The clients will be escorted thru 

the day area exit door to the front porch across the street to the parking lot on Neches Street. 

b. During the evening: Because there is no CSS at the front desk during the 

evening hours, staff members performing client intake will be responsible for evacuating the 

"Day Area" of the first floor. All clients sleeping on mats will be escmied through the day area 

exit door to the front porch across the street to the parking lot on Neches Street. The staff 

member will also check the first floor bathroom and between lockers. (During the late evening 

hours, the computer room, laundry room, and the utility room should be locked.) Additionally, 

mats must be moved to provide a safe "fire lane" for clients and the AFD upon their arrival. 

3. Second Floor (Soap Desk): 

a. During the day, staff member stationed at soap desk will be responsible for 

evacuating the men's restroom, women restroom, and all hallways on second floor. The 

conference rooms and cafeteria must be checked and staff must be notified to evacuate the 

building. All clients will exit through the stairwell that leads to the garage on the first floor. 

Clients will be escmied through the garage and out through the exit that goes into alley, through 

the alley, and across the street to the parking lot on Neches street. 
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b. During the evening: staff member stationed at soap desk will be responsible for 

evacuating the men's restroom, women restroom, and all hallways on second floor. The 

conference rooms must also be checked. All clients either eating in the cafeteria during mealtime 

or sleeping on mats during the late evening will exit through the stairwell that leads to the garage 

on first floor. The exit door is located next to the rear kitchen door marked "fire exit only." 

Clients will be escorted down the stairs, out through the exit that goes into alley, and through the 

alley, across the street, to the parking lot on Neches Street. 

4. Third Floor: 

a. During the day: staff member stationed on third floor will be responsible for 

evacuating all clients from sleeping area, hallways, restrooms, and patio area. The clients will be 

escorted across the "catwalk" down the stairs to the alley across the street to the parking lot on 

Neches Street. 

b. During the evening: staff member stationed on third floor will be responsible 

for evacuating all clients from sleeping area, hallways, restrooms, and patio area. The clients will 

be escorted across the "catwalk," down the stairs to the alley, across the street to the parking lot 

on Neches Street. 

The following procedures will explain how we assist disabled clients on all three floors: 

During the day: 

The shelter managers or co-manager(s) will oversee the safe evacuation of clients and staff. 

Additionally, an important role is communicating with AFD, Park Police and APD. The 

manager/co-manager on duty will direct all staff members who are not assigned to a station or 

floor, to assist with the evacuation in any capacity needed. 

Also, the day resource manager or the Operations Manager will assign maintenance crew staff, 

(2) to help evacuate disabled clients and staff members from the second and third floors. The day 

manager/ co-manager are to be mindful of CSS breaks and lunch so staff can be coordinated 

accordingly. As always, communication is essential. 

During the evening: 

The night manager wiii oversee the safe evacuation of clients and staff. Additionally, an 

important role is communicating with AFD, Park Police and APD. The night manager on duty 
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will direct all staff members not assigned to a station or floor to assist with the evacuation in any 

capacity needed. The evening shift differs during client intake and during sleeping hours. The 

night manager is to be mindful ofCSS breaks and lunch, and coordinate staff accordingly. As 

always, communication is essential. 

Typical Shift Coverage at the ARCH 

During the Day shift: 

I. The three CSS at the front desk will: 

a. CSS #1- Assume front desk responsibilities 

b. CSS #2- Assist as instructed by manager/co-manager 

c. CSS #3- Assist as instructed by manager/co-manager 

2. The two CSS at the x-ray machine will: 

a. CSS # 1- Assume x-ray machine responsibilities 

b. CSS #2- Assist as instructed by manager/co-manager 

3. The CSS at the soap desk will: 

a. Assume soap desk responsibilities 

b. Direct maintenance crew to assist with handicap evacuation 

4. The CSS on the third floor will: 

a. Assume third.floor responsibilities 

b. Direct maintenance crew to assist with handicap evacuation 

5. The manager/co-manager on duty will: 

a. Direct staff where needed and communicate with AFD, Park Police, and AP D. 

During the evening shift: 

1. The two CSS at the x-ray machine and intake will: 

a. Assume x-ray machine responsibilities and .fi·ont desk responsibilities 

2. The CSS at the soap desk will: 

a. Assume soap desk responsibilities 

3. The CSS at the elevator/hallway will: 

a. Evacuate the ccifeteria 
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4. The CSS on the third floor will: 

a. Assume third floor responsibilities 

5. The night manager on duty will: 

a. Assist with disabled clients 

b. Use maintenance staff available when available 

Severe Weather 

• If the staff notices that threatening weather may present a danger, they should notify the 

Manager present. 

• The most common threatening weather events in the Austin area are ice and tornados. 

• The Shelter Manager will seek updated weather information immediately, and will notify 

the staff of any weather warnings or watches in effect. 

• A decision to send employees home or have them remain in the building will depend on 

such factors as the severity, nature, and duration of the storm, along with traffic conditions. This 

decision is at the sole discretion of the Executive Director. 

Emergency Medical Procedm·es and Universal P1·ecautions 

In the event of a medical crisis: 

• Approach the injured or ill individual and assess his ability to communicate with you 

• Ask him/her what happened. Observe the situation closely; have they been injured? Are they 

incapacitated? If on-lookers are nearby, instruct them to help (by moving back, by bringing a 

first aid kit, by calling 911, etc.) 

• Do not touch or move injured people. If there is blood present, wear rubber gloves. 

• If anyone thinks there is any reason to call 911; DO IT, 

• If the clinic is open, locate medical assistance immediately. 

• If staff is not clear about the need for EMS, ask the injured person. If they are not sure, call 

911. Ifthere is any question as to whether or not EMS should be called, contact the M.O.D. 

immediately. 
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• If someone in a medical crisis declines EMS services, the Maoager on Duty needs to be 

informed of the fact. 

If an accident on site caused the crises, take time after everything is resolved to go see what 

caused the problem and fix it. (For example, someone tripped over something- move it/ 

someone slipped on a wet floor- mop and set up a wet floor sign). 

Tuberculosis (TB) 

• Shelters present an environment where TB may be transmitted at an increased rate. 

• Persons with active disease may expose others, some of who may be more susceptible to 

contracting TB because of other heath issues. 

• TB is transmitted by airborne particles. When someone with active TB coughs or sneezes 

and someone susceptible inhales the particles, they are exposed. 

• Infection occurs after prolonged exposure to someone who has the infectious form of TB. 

• (A person has a 50% chance of becoming infected if they spend 8 hours a day for 6 

months with a person with an active form ofTB). 

• The main goal is to prevent the spread ofTB by detecting it early aod securing prompt 

treatment for persons who have TB. 

TB Regulations for Staff 

• Staff is required to have a TB skin test annually with results on file with 

Front Steps. 

TB Regulations for Clients 

• Clients using the sleep areas are required to show a TB clearance as the result of a TB 

skin test within 7 calendar days of the first day of program participation. 

• There are no exceptions to this policy. 

• Day shelter staff members are to keep that information updated on the day sleep register 

form. 
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• Night shelter staff members are to keep copies of client documentation on file. 

Safely and Sc:curih 

General Client Health Issues 

Health Issues in the Homeless 

Ct·eating healthy environment can be a challenge in Placement of first aid kits 

First aid kits, for the use by the staff for minor injuries are located in the following places: 

• Front counter 

• Soap Desk 

• Third floor manager's office 

Placement of AED Units: 

• First floor- walled next to clinic 

• Second floor- walled next to soap desk 

• Third floor- walled next to elevator 

• When not in the shelter, shelter clients are exposed to a wide variety of airborne and 

surface borne viruses and bacteria. 

• The death rate of homeless people is almost four times greater than that of the general 

population, and homeless people are at an increased risk of dying prematurely. 

• Homeless people are more susceptible to illness and trauma, exposure, poor nutrition and 

poor personal hygiene. 

• It is estimated that 23% of the homeless are mentally ill. 

Staff Health and Illness Prevention 

• Hand washing is the single best method for the prevention of spreading contagious 

diseases. 

• Staff is encouraged to keep their hands clean. It is recommended that staff wash their 

hands when changing job shift positions, before and after using the bathroom, when moving 

from one area of the building to another, or when coming into close physical contact with clients. 

• Hand washing should be preformed in ways that are not insulting or embarr-assing for 

clients. 

• Staff must wear latex gloves while going through clients' belongings for any reason, or 

while cleaning areas where clients sleep or bathe. 
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• A 10% bleach solution is an excellent genu-killing agent for hard surfaces including 

concrete, plastic, and metal. 

• Staff is encouraged to wipe down hard surfaces such as counter tops, tabletops, phones, 

keyboards, door knobs, and chairs, on the regular basis. 

• Antibacterial gel or Hand Sanitizer is available for use for frequent hand cleaning. This is 

also an effective tool in the prevention of spreading disease. 

• Staff is discouraged from accepting or sharing food/drink with clients. 

Calling Police for Assistance 

• Any situation should be fully assessed by the staff on duty before calling the police. 

• If staff alone is unable to get the person or persons causing the disturbance to leave the 

area and, if the threat of violence continues, the police should then be called. 

• Call dispatch and give name, location and type of situation that is occurring. 

• If safety is not jeopardized, a staff person should meet the police when they arrive and 

tell them what has taken place. 

• IF A WEAPON IS INVOLVED, CALL THE POLICE IMMEDIATELY (911) AND 

INFORM THEM OF THIS FACT. (The police will respond faster if a weapon is involved.) 

Calling the Paramedics (EMS) 

• Call EMS if it is obvious that a person is in immediate need of emergency care. 

• If there is a question as to whether or not EMS should be called, please consult the 

manager-on-duty. 

• If there is any question about a person's condition, get as much information from the 

person as possible. 

• After staff has asked the client all necessary questions, an emergency room can be called. 

Speaking with a nurse can help determine the seriousness of a client's condition. 

• Do remember that it is always better to err on the side of calling the paramedics, than to 

not call and run the risk of endangering the guest's life. 

• The staff members of Front Steps are not medical experts and should not attempt to 

diagnose any medical problem. 
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• If the guest claims to need immediate attention, take his/her word for it. 

Drug and Alcohol Testing 

• If overnight staff report strong suspicion that a client is drinking, or if case manager 

suspects this for other concrete reasons, the client may be asked to take a breathalyzer test when 

they come into overnight shelter. 

• Overnight Staff will administer the Breathalyzer test. 

• Although occasional drinking does not necessarily imply a drinking problem, case 

management reservation clients are expected to arrive at the shelter with a blood alcohol level 

below the legally intoxicated level. 

• Similarly, if the case manager has substantial reason to suspect the use of illegal drugs by 

a client (e.g., failure to save money as plarmed, unexplained missed nights, erratic behavior), s/he 

may ask the client to take a drug screen. 

• There is no cost to the client for either of these tests. Tests are voluntary, but failure to 

take the test may result in loss of reservation. Clients who fail either test will have the 

opportunity to meet with their case manager to develop a plan to address their substance 

use/abuse. Continued use of substances will result in loss of reservation. 

• All ARCH shelter staff adheres to documented procedures and guidelines. 

• New staff members will attend a new employee orientation. 

• New employees will meet with the Human Resources staff to review the agency's 

services, the employee manual, and insurance benefits. 

• The supervisor is responsible for on the job training and orientation of specific job duties 

and responsibilities. 

• All shelter staffs are expected to interact with clients in a way that conveys respect and 

suppmts a peaceful atmosphere in the shelter. 

Appropriate Attire for Work in the Shelter Environment 
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• Staff is expected to maintain modest, casual dress while at work. 

DRESS CONSIDERED INAPPROPRIATE: 

o Tom or ripped items of clothing 

o Cut-offs shorts, pants, shirts 

o Revealing garments 

o Clothing that advertises inappropriately. 

• Closed toed shoes are to be worn, rubber soled shoes are best. 

• Staff dressed inappropriately will be asked to change. 

Employee Storage for Persona! Items: 

• Staff is encouraged not to bring personal valuables into the shelter area. 

• Outside lockers are available for staff to store personal belonging. 

• Staff must supply a lock for the locker upon assignment. 

• Locker assignment may be based on availability. 

Staff Break Room Use 

• The staff break room is limited to use by Front Steps and co-located agency staff. 

• Due to the nature of confidentiality and the presence of clients in the second floor 

cubicles, it is better not to discuss clients in the break room. 

Staff Client Relationships 

• There is specific information about conflict of interest situations in the employee manual 

which employees are expected to know and understand. 

• If an employee knows or is related to a shelter client, they must notify their supervisor 

immediately. (This is in the best interest of the client, employee and the organization.) 

• Staff is expected to be courteous, polite, and respectful toward clients at all times, 

regardless of the situation. 

• Professional, formal relationships with clients are the norm. 
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• Overly familiar or personal relationships with clients are inappropriate. 

• Staff will not accept gifts from clients. 

• Staff will not give personal gifts to clients. 

• Staff will not give out personal information to, or affiliate with Front Steps clients, (in 

any regard) until six months has passed since all termination of services. 

Confidentiality 

• Clients' identifying information cannot be shared outside of the program. 

• Specific information about confidentiality can be found in the Front Steps Employee 

manual. 

• Staff is expected to know, understand and uphold the Front Steps Employee Manual's 

confidentiality policy instructions, at all times. 

• Informal conversations about clients are held on the regular basis, privately, between staff 

members. (Such conversations may involve strategies to manage behaviors, tips for handling 

difficult clients, etc.) 

• Conversations about clients must be held behind closed doors and not in the day room, at 

any time. 

• Information about clients' services, client behavior, or any other client information that is 

learned through employment at Front Steps, WILL NOT be shared in a personal context (such as 

with family, friends, or acquaintances.) 

External Request for Client Inf01·mation: 

• Information is never released about whether an individual is or is not a Front Steps client, 

has contacted the program, or has used services in the past. 

• Information regarding a client's affiliation with Front Steps cannot be released without 

the authorization of the Executive Director. 

• Employees are to remind clients that if they give out the main phone number, the staff 

cannot "confirm or deny" their status as a client, their presence in the building, or past contact 

with the program. 
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• Client information is never given to persons claiming to be clients over the phone, 

including information about mail. 

• Clients may provide notarized written permission for someone else to pick up their mail 

or messages. 

• When someone who is given notarized written permission is picking up someone else's 

mail, ID must be shown, and a copy of ID placed on the pem1ission Paper or form and copy 

made and placed in the permission log. This log located is at the front desk. 

Sharing of Client Information Internally 

• Information about the clients is often and regularly shared between staff. 

• Information will not be given to clients about other clients, by the staff. 

• Extended conversations about clients in open general use areas are to be avoided. 

Inter-agency Shal"ing of Information 

• Limited sharing of personal information about the residents should be given between 

agency programs or with staff from co-located agencies, unless both are currently working with 

that client. 

• If the client poses a threat to him/herself or others, exceptions can be made. 

• Having "consent to release" information is preferred in all cases except for emergencies. 

Contact with Press or Media 

• Any contact with the press or media needs to be immediately and politely refeiTed to the 

administration. 

• Interviews or inf01mation will not be given to the media without prior administrative 

approval. 

• Media may not be on the property at any time, unless accompanied by a staff person, and 

with prior administrative approval. 
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• No film may be taken of clients or their belongings without written authorized consent of 

the client. 

• No interviews are granted with current clients without written authorized consent of the 

client. 

Staffs Phone Etiquette 

• All calls to the ARCH should be answered, "Thank you for the calling the ARCH, how 

may I help you?" 

• A courteous phone demeanor is expected at all times. Staff is expected to be 

conscientious of how they are representing the organization. 

Use of company van: 

• Staff with approved driving record checks and company auto insurance coverage on file, 

may use the agency vehicle( s) for agency business, when approved. 

• The van must be reserved prior to use. Reservations are recorded in the logbook located 

in the bookcase behind the front desk area. 

• The sign-in/sign-out mileage log in the van must be completed for every trip. 

Purchasing and Requests for Reimbursement: 

• Basic office snpplies are ordered on a regular basis and kept in the copy room for the 

staffs use. 

• The Program Manager monitors the use of office supplies and submits orders. 

• Prior to the submission of an order, an email is sent to program managers to gather 

information about special needs for supplies. 

• Basic janitorial and office equipment supplies are ordered on a regular basis and kept in 

stock. 

• Requests for supply needs can be submitted to the Maintenance Manager. 
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Purchasing and Check Requests Procedures: 

• A check request should be completed and forwarded with any order form or other 

documentation (receipts) to the Executive Director for approval. This includes any requests 

for reimbursement (i.e. training, emergency supplies for ARCH, TB tests, Flu shots, etc.). 

• Approved check requests should be sent to the Finance Manager for payment. 

• In the absence of backup materials, receipts for the purchase must be provided to the 

Finance Manager for attachment to the check request within two weeks from the check date. 

• The Finance Manager will double-check all reimbursement requests against receipts 

provided and run a calculator tape which will be attached to the reimbursement form. 

CLOSING THE KITCHEN 

• Complete the Closing Checklist provided by the Kitchen Manager. 

• Staff will ensure that all equipment is tnmed off and/or locked 

• Linens should be put in the laundry 

• Dishes and kitchen utensils are cleaned and put away 

• Trash is disposed of properly 

• Kitchen and dining room must be cleaned according to Health Department and ARCH 

standards as directed 

Anti-Fraud Policy 

Purpose: 

The purpose ofthis policy is to provide guidelines for the prevention, deterrence, and detection 

of fraud. Administration and staff will be responsible for creating a positive workplace 

environment ensuring a culture of honesty and ethical behavior to enhance Front Step's ability to 

protect its assets, operations, and reputation. 

Scope: 
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This policy applies to any fraud, or suspected fraud, involving employees, consultants, vendors, 

contractors, and/or any other pmiy with a business relationship. All employees are responsible 

for the detection and prevention of fraud, misappropriations, and other irregularities. Each 

administrator shall be familiar with the types of improprieties that might occur within his or her 

m·ea of responsibility, and be alert for any indication of fraud. 

Any fraud that is detected or suspected must be reported immediately to the Executive Director, 

who shall coordinate all investigations. All employees will be held accountable to act within the 

organization's code of conduct. 

Actions Constituting Fraud: 

Fraud is defined as the intentional false representation or concealment of a material fact for 

the purpose of inducing another to act upon it to his or her injury. Examples offi·aud refer to, but 

are not limited to: 

I) Any dishonest or fraudulent act 

2) Impropriety in the handling or reporting of money or financial trm1sactions 

3) Forgery or alteration of any document or account belonging to Front Steps (checks, 

timesheets, invoices, contractor agreements, bid documents, purchase orders, electronic files, and 

other financial documents) 

4) Forgery or alteration of a check, bank draft, or any other financial document 

5) Financial report misrepresentation 

6) Misappropriation of funds, securities, supplies, inventory, or any other asset including 

furniture, computers, fixtures or equipment) 

7) Authorizing or receiving payments for hours not worked 

8) Disclosing confidential and proprietary information to outside parties 

9) Accepting or seeking anything of material value from contractors, vendors, or persons 

providing services/materials to Front Steps that may be construed to be an attempt to influence 

the performance of an employee's official duty in the scope of employment with Front Steps 

I 0) Destruction, removal, or inappropriate use of records, furniture, fixtures and equipment 

II) Any similar or related irregularity 
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Questions as to whether an action constitutes fraud should be referred to Front Steps 

management for clarification. 

Reporting Fraud: 

Front Steps expects employees and others with serious concerns about any aspect of Front Steps 

ongoing operations to come forward and voice those concerns. Concerns should be reported in 

writing. The practice encourages individuals to put their names to allegations, but is not a 

requirement. If an allegation is made in good faith, but is not conoborated by the investigation, 

no action will be taken against the originator of the allegation. If individuals make malicious 

allegations, disciplinary action may be considered against that individual. 

Individuals can also call the Executive Director directly. 

Front Steps realizes that the originator of the complaint needs to be assured that the matter has 

been properly addressed. To help with this, whenever appropriate, and subject to legal 

constraints, the originator of the complaint will receive information about the outcome of any 

investigation. 

Investigation Responsibilities: 

The Executive Director shall have the primary responsibility for the investigation of all 

suspected fraudulent acts as defined in this policy. Any employee who suspects dishonest or 

fraudulent activity must notify the Executive Director immediately. An employee shall not 

attempt to personally conduct investigations and shall not contact the suspected individual in an 

effmi to determine facts of demand restitution. 

Upon completion of its investigation, the Executive Director shall submit a report detailing its 

findings to the Board President, and to other Board of Trustee members, as appropriate. The 

Executive Director's report may contain a recommendation to refer the matter to the appropriate 

law enforcement and/or regulatory agencies for independent investigation. The decision to make 

any such referral shall be made by the Executive Director, or the Board of Trustees, in 

conjunction with legal counsel. 
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Confidentiality: 

The Executive Director shall treat as confidential all reports of suspected fraud or inegularities 

and all information obtained through an investigation. Front Steps will attempt to protect an 

individual's identity if they report a concem and do not want their name disclosed. The 

investigation process, however, may reveal the source of the information, and/or a statement by 

the individual may be required as part of the evidence. Front Steps will not tolerate harassment 

or victimization and will take action to protect those who raise a concern in good faith. 

Investigation results shall not be disclosed or discussed with anyone other than those who have a 

legitimate need to know. All inquiries concerning the activity under investigation from the 

suspected individual, his attorney or representative, or any other inquirer should be directed to 

the Executive Director. 

Authorization: 

In the course of an investigation of suspected fraud, with proper notification of the appropriate 

level of management and in the presence of the appropriate administrator, the Executive Director 

shall have the authority to examine, copy, and/pr remove all documents electronic data, files, 

tapes, disks, computers, and other equipment and storage facilities on the premises without prior 

knowledge or consent of any individual who may use or have custody of any such items or 

facilities when it is the scope of the investigation 

Consequences: 

In the event an employee is found to be engaging in or to have been engaged in fraudulent acts, 

or failed to report fraudulent acts, he/she will be subject to disciplinary action, which could 

include tennination. Based on the seriousness of the offense, the results may be referred to the 

appropriate law enforcement and/or regulatory agencies. 

ARCH JOB STATIONS: 

Security Countet·: 
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• Release the door for incoming persons 

• Enter client information into Service Point database 

• Request new clients complete Service Point new client information sheet (universal data 

elements) and Homeless Verification form 

• For all clients- run all bags/satchels/purses/etc through x-ray machine 

• Check-in and tag all weapons 

• Direct clients to empty pocket contents into baskets for processing 

• Use hand security wand to scan for weapons on person. 

• Insure that all clients pass through the metal detector upon entry 

• Direct visitors or new clients to the front counter 

• Monitor clients' behavior 

• Insure client eligibility to be in the building 

Front Counter (Go Desk): 

• Provide information and referral to walk-in or call-in clients 

• Copy, fax for clients 

• Supervise client phones 

• Provide client access to mail, meds, and packages 

• Provide client access to sign up for on-site services 

• Monitor clients' behavior in the lobby, laundry, and locker areas 

• Distribute laundry soap at front desk 

• Manage the wait list for the day 

• Take abandoned clothing from washer or dryer 

• Make sure all clothing are washed before drying 

Soap Desk: 

• Distribute hygiene items 

• Monitor clients' behavior 
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• Insure that clients seeking day sleep actually take a shower 

Dormitory: 

• Manage day sleep bed assignment 

• Monitor medical bed-rest clients 

• Insure clients have taken a shower prior to sleeping 

• Make sure noise is kept at a minimum 

• Enter clients into Service Point (HMIS) database 

• Check clients in and insure that clients are eligible for sleep privileges 

• Monitor clients' behavior, hallways, bathroom, and security cameras 

Custodians: 

• General scheduled office cleaning; including restrooms 

• General public area cleaning; including restrooms 

• Trash removal 

• Building cleaning duties: mopping, vacuuming, hosing down the sidewalks 

The ARCH invites clients to cooperate with the project staff and with each other to create a 

respectful and positive environment within the building and the surr-ounding community at all 

times. The ARCH reserves the right to decline service to clients unable or unwilling to manage 

their behavior in accordance with the goals of the project and rules outlined below. 

Clients Rights 

• All clients may receive services without regard to race, religion, sex, ethnicity, 

nationality, age, sexual orientation or disability. 
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• All clients have the right to be served in a clean and humane environment in which they 

are protected from harm, and are treated with respect and dignity. Respect and dignity includes 

freedom from physical, verbal and sexual abuse, exploitation, or other mistreatment. 

• All clients have the right to be informed of the rules and regulations related to particular 

serviCes. 

• All clients have the right to initiate a complaint regarding service, and to be informed of 

the grievance procedure. 

• Front Steps maintains a policy of respect for all people, including trans gender people. 

Our policy is to respect the gender of each person as they self-identify it. 

Clients Responsibilities 

In addition to obeying the laws of the City of Austin and the State of Texas, clients obtaining 

services at the ARCH are required to adhere to the following rules: 

• Pass through security check at entrance (metal detector and/or hand wand) 

• Submit name (and date of birth, if necessary) 

• Pass all bags and other property through x-ray machine 

• Complete new client forms, if a first time visitor. 

• Check message boards 

• Be courteous to others while at the ARCH 

• Phone calls are limited to 5 minutes 

• Shirts must be worn at all times. No swimsuits, sleepwear, underwear or anything not 

manufactured as clothing may be worn as outer-clothing 

• Participate in keeping the ARCH clean 

• Refrain from using abusive or foul language and gestures 

• No threats of violent behavior to other clients or staff 

• Theft or extortion of goods of services is not allowed. 

• Clients may not offer for resale any items or services provided by Front Steps 

• No panhandling on the property or surrounding property 

• Clients may not leave belongings unattended. Front Steps is not responsible for lost or 

stolen atiicles 
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• Smoking is only allowed in designated areas. 

• Alcohol and drug use will not be tolerated on the ARCH premises or on surrounding 

property 

• Clients shall not gamble or engage in any illegal activity 

• No weapons are allowed. All weapons must be tagged and stored at x-ray machine 

• Clients must follow directives provided by Front Steps staff 

*Failure to adhere to these rules may result in a suspension or termination of services. 

Client Rules Violations, Enforcement and Consequences 

• Staff is expected to know, understand and enforce shelter and program specific rules. 

• Staff can directly impact the climate of the Day Room and the front porch by providing a 

consistent, calm and alert presence. 

• Staff can reduce the occurrence of client rules violations by defusing tension when it 

arises, using humor and kindness to alleviate stress, and intervening in conversations or 

interactions that are getting loud. 

Staffing Client Rule Violations 

• "Staffing" to review client rules violations are held at I Oa.m, Monday through Friday, by 

the Day Shelter Staff. Clients must be here before 1 Oa.m. 

• Clients are present during the staffing of situations involving them. 

• Mediation, conflict resolution, and the fairness and appropriateness of consequences, are 

some of the tools used to resolve situations. 

• All client conflict situations are refened to the Day Shelter Manager and co-manager for 

staffing. 

Rule Violations are addressed by: 

• Verbal reminders and instructions, including clear explanations of consequences 
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• Mediation between clients to resolve momentary disputes and encourage a peaceful 

atmosphere, where both clients can remain 

• Directing clients to temporarily leave the area or the building for the rest of the day as a 

"cooling off' tactic 

• Directing clients to leave the building and the area until staffing. At the staffing, staff will 

work with the client to resolve the problem, and/or establish consequences for rule violations. 

• Clients asked to leave during the night shelter program are staffed at the morning staffing 

24 hours after the incident (not the staffing the following day). To put a client on the suspension 

list, highlight the clients name in blue for staffing, and yellow for suspension or CTW. 

Aggressive Behavior by Clients 

• If a client presents a danger to himself or others, the police will be called. 

• If a client is causing a disturbance, but not presenting a danger to him/her or others, staff 

will use conflict management and other teclmiques to defuse the situation. This includes calling 

the police, and is not limited to the items listed above. 

• If a client is judged to be causing an undue disruption of shelter operation; they may be 

instmcted to leave the facility and asked to not return until after a review of the incident, at 

staffing the next day. 

• Physical violence and/or serious threats may result in immediate arrest and/or service of a 

Criminal Trespass Warning (CTW) by the police. 

• Staff is expected not to antagonize or threaten clients verbally or physically. 

• Staff will not stand between clients who are arguing or otherwise in a conflict. 

• Staff should not touch or physically restrain clients when they are fighting or upset. 

• Employees who observe rule violations must document the incidents through completion 

and the submittal of an incident report. Forms are located in the file cabinet under the front 

counter. 

• The written description of the incident should be factual, thorough, specific, using actual 

quotes and good descriptions. Incident repotis should be accurate and legible. New incident 

reports are seen and reviewed daily by the Resource Center Manager and the Shelter Director. 
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• If a client is on the suspension list and arrives at the shelter, they are to be turned away 

for services and either ... 

a) told to come to the next staffing to address the reasons they were 

suspended, or 

b) be informed of the date on which they may return to the shelter for 

services 

• Outcomes and decisions of staffing are documented on the client incident report sheet. 

Employees other than the Day Resource Center manager are asked to leave blank the section 

marked "Action Taken." 

• Clients who are asked to leave are placed on the suspension list where it is indicated 

whether or not his or her situation has been staffed or is awaiting staffing. The result of client 

staffing must be updated in Service Point and Excel attendance log. 

Client Suspension Practices: 

Client Action & Behavior Consequence 

• Physical violence or intimidation 3-6 months 

CTW possible= I year 

• Violence with a weapon 

• Verbal threats 

CTW possible= I year 

• Drinking/Illegal Drug use 

• Trashing/Littering 

CTW= 1 year 

I week - I month 

I st offense= I month 

2nd offense= 3 months 

I st offense= I month 

2nd offense= 3 weeks 
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• Swearing, cursing, yelling 1-2 weeks 

• Swearing, cursing, yelling toward staff 1-2 weeks 

• Rule violations Case by case 

• Refusing to follow staff instructions Case by case 

Criminal Trespass Warning (CTW) 

• Only police can serve a CTW. 

• Once a CTW has been served on a client, it is a criminal offense for the client to be on 

the property, until the CTW has expired (generally one year) 

• In the event of a client receiving a CTW, who is currently using locker services, the 

locker is to be vacated immediately. 

• In the event of a client using mail services, that client has 30 days from the date of issue 

to effect a change of address. 

• After 30 days, any mail received will be returned to sender. 

• This information is given to clients at the time of CTW service. 

• When a CTW has expired, (after 1 year) an individual may begin to receive services at 

the ARCH. This is only after they have made an appointment to attend a Tuesday staffing at 

1:OOpm to review the CTW and discuss appropriate behavioral expectations. 

• At the meeting, staff will notify the individual if they may resume using ARCH services 

at that time. 

On Site Law Enfo1·cement Issues: 

• There is a strong police presence at the ARCH from early morning until early evening. 

• Staff and clients are expected to be respectful and courteous in their interactions with the 

police. 
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• In incidents with clients involving physical violence- police need to be involved. 

• ARCH staff handles all other client behavior management issues in-house. 

• Any staff person can ask the police to get involved if a client situation gets out of hand. 

• Police support or intervention is the last resoti for resolving a situation. 

Unusual Situations: 

PES (Psychiatric Emergency Set-vices) 

• The services of the mental health deputies can most effectively be accessed through 

police officers responding to a 911 call. 

• PES is available 24/7 and can be accessed by calling (512) 454-3521. 

• In case of a mental illness crisis on site, staff can seek assistance for clients through PES. 

• Monday- Friday between the hours of 8:00am and 5:00pm local PES offices are open 

for emergency psychiatric crisis evaluation 

• When a behavioral crisis in the shelter is judged to be the result of a mental illness, normal 

means of calming and resolving the situation are used. 

• If the client is known to be a co-client of ACCESS, notify the ACCESS stafffor assistance. 

• After hours when ACCESS staff cannot be reached, and it is judged that the client requires 

emergency mental health care; call the police. If a client threatens him/herself or others calling 

the police is wan-anted. 

• The police can activate mental health deputies to come and do an emergency evaluation on 

site. 

Adult and Child Protection Services 

• It is the policy and regular practice of Front Steps to report all known or suspected 

abuse of children, the elderly, or person with disabilities. 

• Staff members are responsible for reporting known or suspected abuse of children, 

elderly persons or persons with disabilities abuse by state law. 
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• The phone number for Texas Department of Family and Protective Services is 

l-800-252-5400. 

• An abuse report requires the name and location of the victim. 

• If abuse is suspected, assistance with an abuse report can be obtained from any of the 

Shelter managers or Director. 

• The reporting of known abuse is a priority. 

• This task should be completed and documented within 24 hours. 

Serving Clients who are Deaf or Hearing Impaired 

• Staff must provide reasonable accommodation for clients who are deaf or hard of hearing. 

• Indicating to a client that you will use writing communication may be sufficient for many 

activities at the ARCH. 

• Using descriptive actions may be necessary in the moment, to fully convey information. 

• But, a registered interpreter for the deaf should be hired and scheduled to facilitate 

communication in the following types of situations: 

0 

0 

0 

a deaf client requests help with communication 

a deaf client cannot read 

a formal meeting is taking place with a deaf client- i.e. the first case 

management meeting 

o situations regarding a termination of services 

• Resources for working with deaf clients: 

o Relay Texas: I - 800- 735 - 2989 

o TDD phone relay service. Voice relay service operators relay conversation 

between people with speech and/or hearing impediments. Handles local and long distance calls. 

o . Travis County Services for the Deaf: 854-9205 

(Sign Language interpreters, information and referrals, TTY services, Case Management and 

advocacy, Message center, and closed-captioned movies) 

Complaint and Grievance Procedures 
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• Staff Grievance procedures are described fully in the employee manual. 

• Client grievance processes and procedures are outlined in greater detail in the Employee 

Manual, and on the client grievance form document. 

Clients may appeal or object to decisions or consequences administered by the staff by doing the 

following: 

• Request a meeting with one of the Managers and try to resolve the issue(s) 

• If the issue(s) is not resolved, the client can file a written complaint using a client 

grievance form -located at the front counter- and submit it to the Shelter Director 

• The Shelter Director will address the complaint within 1 0 business days and will 

communicate the resolution directly to the client in person 

• If the issue(s) is not resolved, the client can submit a written complaint using a client 

grievance form and submit it to the Executive Director. The ED will address the complaint 

within 10 business days and communicate the resolution to the client in writing 

• If the issue(s) is not resolved, the client can submit a written complaint using a client 

grievance form to the Program Committee of the Board of Directors. The Board Committee will 

address the issue(s) within 45 business days and communicate the decision of the Committee to 

the client in writing. The decision of the Board Committee is final. 

A client must participate in the grievance procedure in the order prescribed by the procedure, and 

cannot take a formal complaint directly to the Shelter Director, Executive Director or Board. 
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Social Security Number" 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Alcohol & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Length of Stay at Prior Residence 

Relationship to Head of Household* 

Client Location* 

Domestic Violence 

• "' HUD Universal Data Elements 

~ -~ 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

Adults 35021 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

All 35041 

Adults & HoH 35027 

All 35041 

All 35041 

Adults & HoH 35027 

34967 

34978 

34901 

34969 

34968 

34996 

34962 

34805 

33888 

33989 

33593 

33634 

33927 

33939 

33519 

33573 

34739 

34743 

34849 

34855 

34450 

Acceptable 

98.29% 

197 76 99.79% I 29 

0 6 99.82% 

3 5 99.60% 5 

49 54 99.79% 27 

10 81 99.79% 24 

2 4 99.87% 8 

15 20 99,83°/o 20 

32 21 99.33% 128 

22 20 96.71% 477 

28 19 97.00% 486 

15 19 95.87% 472 

9 19 95.98% 460 

13 19 96.82% 469 

10 20 96.86% 464 

72 19 95.66% 447 __(\ 
16 17 95.81% 459 ~ 
0 0 99.18% 177 -· 

.-J 
0 0 99.19% 178 

0 0 99.45% 0 ~ 

N/A N/A 99.47% N/A ~ -· 
89 12 98.35% 297 G' 

i 

[;:l 
-· 
..J 

-....._./ 
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I Front Steps -Case Management(3402) I 

Universal Data Element 

Social Security Number* 

Name Data Quality* 

Date of Birth* I 

Race* I 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Physical 

Residence Prior to Program Entry* 

Length of Stay at Prior Residence 

GRADE BASED ON OVERALL 
PERCENTAGE: 

Excellent 

99.80% 

Required 
for 

All 

All 

All 

All 

All 

All 

Adults 

All 

All 

All 

All 

All 

All 

All 

All 

All 

I 

I 

Adults & HoH 

Adults & HoH 

Number of 
Applicable 
Entry Exits 

279 

279 

279 

279 

279 

279 

278 

279 

279 

279 

279 

279 

279 

279 

279 

279 

278 

278 

I 

I 

~ ..... 
Values 

279 0 

279 0 

279 0 

279 0 

279 0 

279 0 

278 0 

279 0 

278 0 

279 0 

276 0 

278 I 0 

278 I 0 

278 0 

277 0 

276 0 

278 0 

278 0 

I 

I 

Refus 
ed 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

I 

I 

Percent 
Complete 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

99.64% 

100.00% 

98.92% 

99.64% 

99.64% 

99.64% 

99.28% 

98.92% 

100.00% 

100.00% 

I 

I 

I 

J 
I 
I 

I 

I 

I 

I 

I 

I 

I 

Data Not 
Collected 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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Relationship to Head of Household* All 279 279 0 0 

Client Location* All 279 279 N/A N/A 

Domestic Violence Adults & HoH 278 278 0 0 

* = HUD Universal Data Elements 

c-· Front Steps - Day Resource Registry(2792) I 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 6696 

All 6696 

All 6696 

All 6696 

All 6696 

All 6696 

Adults 6679 

All 6696 

All 6696 

All 6696 

All 6696 

All 6696 

All 6696 

Unacceptable 

94.88% 

6637 I 103 I 59 I 

6650 0 5 

6583 2 5 

6639 23 33 

6633 7 9 

6658 1 4 

6628 12 17 

6530 25 19 

6004 18 11 

5982 17 10 

5992 12 10 

6000 6 10 

5988 9 10 

100.00% 0 

100.00% N/A 

100.00% 0 

99.12% I 21 

99.31% I 1 

98.31% I 4 

99.15% I 18 

99.06% I 20 

99.43% 6 

99.24% 16 

97.52% 91 

89.67% I 336 

89.34% l 338 

89.49% 337 

89.61% 325 

89.43% 333 
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HIV/AIDS All 6696 5994 7 11 

Mental Health Problem All 6696 6046 47 10 

Physical All 6696 5972 15 8 

Residence Prior to Program Entry* Adults & HoH 6685 6486 22 15 

Length of Stay at Prior Residence Adults & HoH 6685 6495 28 16 

Relationship to Head of Household" All 6696 6556 0 0 

Client Location• All 6696 6556 N/A N/A 

Domestic Violence Adults & HoH 6685 6343 67 12 
- - - -

* = HUD Universal Data Elements 

I Front Steps - Day Sleep Program(9159) ·- -- -- I 

Social Security Number" 

Name Data Quality• 

Date of Birth" 

Race* 

Ethnicity• 

Gender* 

Veteran Status* 

Disabling Condition* 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 25812 

All 25812 

All 25812 

All 25812 

All 25812 

All 25812 

Adults 25810 

All 25812 

Excellent 

99.37% 

25809 I 66 I 3 I 

25805 I 0 I 1 I 

25802 I 0 I 0 I 

25808 11 11 

25808 0 68 

25809 0 0 

25807 0 1 

25789 0 0 

89.52% 331 

90.29% 317 

89.19% 320 

97.02% 121 

97.16% 117 

97.91% 0 

97.97% N/A 

94.88% 156 

99.99% I 0 

99.97% I 0 

99.96% I 0 

99.98% 0 

99.98% 0 

99.99% 0 

99.99% 0 

99.91% 13 



~ 
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Alcohol Abuse All 25812 25549 1 8 98.98% 

Drug Abuse All 25812 25673 5 8 99.46% 

Both Ale & Drug Abuse All 25812 25276 0 8 97.92% 

Chronic Health Condition All 25812 25285 0 8 97.96% 

Developmental All 25812 25600 0 8 99.18% 

HIV/AIDS All 25812 25609 0 8 99.21% 

Mental Health Problem All 25812 25116 10 8 97.30% 

Physical All 25812 25256 0 8 97.85% 

Residence Prior to Program Entry* Adults & HoH 25810 25783 1 1 99.90% 

Length of Stay at Prior Residence Adults & HoH 25810 25781 3 0 99.89% 

Relationship to Head of Household* All 25812 25792 0 0 99.92% 

Client Location* All 25812 25792 N/A N/A 99.93% 

Domestic Violence Adults & HoH 25810 25689 12 0 99.53% 
-- - - - --···-

, __ L__ 

* = HUD Universal Data Elements 

I Front Steps - ~ti~ !VJ-;;!1(9342) I 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 1 

All 1 

All 1 

Excellent 

100.00% 

1 0 0 100.00% 

1 0 0 100.00% 

1 0 0 100.00% 

76 

83 

75 

74 

76 

75 

74 

79 

18 

20 

0 

N/A 

92 

0 

0 

0 



I 

! 
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Race* All 1 1 0 0 

Ethnicity' All 1 1 0 0 

Gender* All 1 1 0 0 

Veteran Status* Adults 1 1 0 0 

Disabling Condition' All 1 1 0 0 

Alcohol Abuse All 1 1 0 0 

Drug Abuse All 1 1 0 0 

Both Ale & Drug Abuse All 1 1 0 0 

Chronic Health Condition All 1 1 0 0 

Developmental All 1 1 0 0 

HIV/AIDS All 1 1 0 0 

Mental Health Problem All 1 1 0 0 

Physical All 1 1 0 0 

Residence Prior to Program Entry* Adults & HoH 1 1 0 0 

Length of Stay at Prior Residence Adults & HoH 1 1 0 0 

Relationship to Head of Household' All 1 1 0 0 

Client Location* All 1 1 NIA N/A 

Domestic Violence Adults & HoH 1 1 0 0 

* = HUD Universal Data Elements 

L Front Steps - Dinn;.:{9334) - - - - ] 

GRADE BASED ON OVERALL 
PERCENTAGE: 

Excellent 

100.00% 

100.00% 0 I 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% N/A 

100.00% 0 



Social Security Number* I All I 2 I 2 I 0 I 0 I 100.00% I 0 

Name Data Quality* I All I 2 I 2 I 0 I 0 I 100.00% I 0 

Date of Birth* All 2 2 0 0 100.00% 0 

Race* All 2 2 1 0 100.00% 0 

Ethnicity* All 2 2 0 0 100.00% 0 

Gender* All 2 2 0 0 100.00% I 0 

Veteran Status* Adults 2 2 0 0 100.00% I 0 

Disabling Condition* All 2 2 0 0 100.00% I 0 

Alcohol Abuse All 2 2 0 0 100.00% I 0 

Drug Abuse All 2 2 1 0 100.00% I 0 

Both Ale & Drug Abuse All 2 2 1 0 100.00% I 0 

Chronic Health Condition All 2 2 

I 
1 

I 
0 

I 
100.00% I 0 

Developmental All 2 2 1 0 100.00% I 0 

HIV/AIDS All 2 2 1 0 100.00% I 0 

Mental Health Problem All 2 2 1 0 100.00% I 0 

Physical All 2 2 0 0 100.00% I 0 

Residence Prior to Program Entry* Adults & HoH 2 2 0 0 100.00% I 0 

Length of Stay at Prior Residence Adults & HoH 2 2 0 0 100.00% I 0 

Relationship to Head of Household* All 2 2 0 0 100.00% I 0 

Client Location* All 2 2 I N/A I N/A l 100.00% I N/A 

Domestic Violence Adults & HoH 2 2 I 0 I 0 I 100.00% I 0 

~ 
"}.! 
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* = HUD Universal Data Elements 

~- Front Steps- Emergency Night Shelter(9238) I 

Universal Data Element 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* I 

Ethnicity* I 
Gender* I 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Physical 

GRADE BASED ON OVERALL 
PERCENTAGE: 

Required 
for 

Number of 
Applicable 

Entry Exits Values 

All 2250 2238 

All 2250 2240 

All 2250 2233 

All I 2250 I 2239 

All I 2250 2244 

All I 2250 2246 

Adults 2250 2245 

All 2250 2203 

All 2250 2053 

All 2250 2051 

All 2250 2045 

All 2250 2067 

All 2250 2057 

All 2250 2054 

All 2250 2076 

All 2250 2065 

95.88% -~ 

I 28 I 14 I 

I 0 I 0 I 

1 0 

14 10 

3 4 

I 1 I 0 I 

I 3 I 2 I 

7 2 

3 1 

5 1 

2 1 

2 1 

3 1 

2 1 

14 1 

1 1 

Percent 
Complete 

99.47% 

99.56% 

99.24% 

99.51% 

99.73% 

99.82% 

99.78% 

97.91% 

91.24% 

91.16% 

90.89% 

91.87% 

91.42% 

91.29% 

92.27% 

91.78% 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 
I 

Data Not 
Collected 

8 

0 

1 

9 

4 

2 

4 

24 

65 

65 

60 

61 

60 

58 

56 

60 
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Residence Prior to Program Entry* Adults & HoH 2250 2188 4 4 

Length of Stay at Prior Residence Adults & HoH 2250 2185 6 3 

Relationship to Head of Household* All 2250 2218 0 0 

Client Location* All 2250 2218 N/A N/A 

Domestic Violence Adults & HoH 2250 2136 10 0 
- -

~ = HUD Universal Data Elements 

I - -- Front Steps - Nighttime Laundry(9348) l 

Social Security Number' 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 1 

All 1 

All 1 

All 1 

All 1 

All 1 

Adults 1 

All 1 

All 1 

All 1 

All 1 

Excelleni 

100.00% 

1 I 0 I 0 I 

1 I 0 I 0 I 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

1 0 0 

97.24% 40 

97.11% 43 

98.58% 0 

98.62% N/A 

94.93% 49 

100.00% I 0 

100.00% I 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% I 0 

100.00% I 0 

100.00% I 0 

100.00% I 0 

100.00% I 0 

100.00% I 0 
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Chronic Health Condition 

Developmental 

HIVIAIDS 

Mental Health Problem 

Physical 

Residence Prior to Program Entry* 

Length of Stay at Prior Residence 

Relationship to Head of Household* 

Client Location* 

Domestic Violence 

~ = HUD Universal Data Elements 

All 

All 

All 

All 

All 

Adults & HoH 

Adults & HoH 

All 

All 

Adults & HoH 

1 1 

1 1 

1 1 

1 1 

1 1 

1 1 

1 1 

1 1 

1 1 

1 1 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

0 0 100.00% 0 

NIA N/A 100.00% NIA 

0 0 100.00% 0 



Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status .. 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Alcohol & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Physical 

Residence Prior to Program Entry* 

Length of Stay at Prior Residence 

Relationship to Head of Household* 

Client Location* 

Domestic Violence 

• "' HUD Universal Data Elements 

~ 
'6' 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

Adults 27133 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

All 27139 

Adults & HoH 27135 

Adults & HoH 27135 

All 27139 

All 27139 

Adults & HoH 27135 

27082 

27042 

27029 

27094 

27084 

27098 

27084 

26990 

26622 

26645 

26606 

26555 

26619 

26645 

26564 

26535 

26932 

26908 

26979 

26986 

26938 

Acceptable 

98.97% 

424 85 99.79% 9 

0 22 99.64% 0 

1 12 99.59% 9 

82 175 99.83% 12 

16 80 99.80% 21 

0 5 99.85% 9 

11 9 99.82% 8 

23 15 99.45% 68 

13 19 98.09% 313 

19 19 98.18% 304 

8 19 98.04% 293 

6 17 97.85% 292 

12 18 98.08% 296 

7 18 98.18% 298 

268 17 97.88% 300 

75 16 97.77% 306 

0 0 99.25% 106 ._zl 
0 0 99.16% 137 ~ 
0 0 99.41% 0 Q 

~ 

N/A N/A 99.44% N/A ~ 
29 21 99.27% 80 

,........_ 

~ 

" ) 

~ -· 
()<;> 

'-../ 



~ 
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I - ~t Steps - Day Resource Registry(2792) I 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* I 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Physical 

Residence Prior to Program Entry* 

Length of Stay at Prior Residence 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 5748 

All 5748 

All 5748 

All I 5748 

All 5748 

All 5748 

Adults 5743 

All 5748 

All 5748 

All 5748 

All 5748 

All 5748 

All 5748 

All 5748 

All 5748 

All 5748 

Adults & HoH 5745 

Adults & HoH 5745 

5710 I 103 I 46 I 
5669 I 0 I 9 I 

5665 1 6 

5715 13 71 

5708 6 12 

5717 I 0 I 3 I 

5705 10 6 

5649 17 9 

5358 I 12 I 11 1 

5365 I 16 I 11 I 
5366 I 6 I 11 I 

5368 I 3 I 10 I 

5368 I 8 I 11 I 

5369 5 11 

5366 35 10 

5352 14 9 

5621 I 5 I 7 I 

5624 I 36 I 9 I 

99.34% I 5 

98.63% I 0 

98.56% 8 

99.43% 7 

99.30% I 13 

99.46% I 6 

99.34% I 7 

98.28% I 42 

93.22% I 261 

93.34% I 255 

93.35% I 245 

93.39% I 245 

93.39% I 248 

93.41% I 250 

93.35% I 249 

93.11% I 249 

97.84% I 58 

97.89% I 61 



~ "'""-. 

Relationship to Head of Household' All 5748 5625 0 0 

Client Location' All 5748 5625 N/A N/A 

Domestic Violence Adults & HoH 5745 5598 22 17 
-- - - L-

~ = HUO Universal Data Elements 

I -- --- Front Steps- Day Sleep Program(9159) \ 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 19536 

All 19536 

All 19536 

All 19536 

All 19536 

All 19536 

Adults 19535 

All 19536 

All 19536 

All 19536 

All 19536 

All 19536 

All 19536 

Excellent 

99.81% 

19530 I 289 I 20 I 

19529 I 0 I 8 I 

19524 0 4 

19530 63 78 

19529 8 63 

19531 0 0 

19529 0 0 

19521 0 1 

19491 0 0 

19502 0 0 

19472 0 0 

19412 I 0 I 0 

19478 I 0 I 0 

97.86% 0 

97.93% N/A 

97.44% 66 

99.97% I 1 

99.96% I 0 

99.94% I 0 

99.97% I 1 

99.96% I 2 

99.97% I 0 

99.97% I 0 

99.92% I 6 

99.77% I 22 

99.83% I 22 

99.67% I 22 

I 99.37% I 22 

I 99.70% I 22 



\j~ 
I\.) 

-.I> 

' 

i 

HIV/AIDS All 19536 19502 0 0 

Mental Health Problem All 19536 19431 220 0 

Physical All 19536 19416 53 0 

Residence Prior to Program Entry* Adults & HoH 19535 19500 0 0 

Length of Stay at Prior Residence Adults & HoH 19535 19467 11 0 

Relationship to Head of Household" All 19536 19525 0 0 

Client Location' All 19536 19525 N/A N/A 

Domestic Violence Adults & HoH 19535 19522 1 0 
---- -· '---- - -·-··-· -··-··- -----.1........--

• = HUD Universal Data Elements 

I Front Steps - Daytime Mail(9342) -- -] 

Social Security Number• 

Name Data Quality' 

Date of Birth' 

Race* 

Ethnicity' 

Gender* 

Veteran Status* 

Disabling Condition* 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 2 

All 2 

All 2 

All 2 

All 2 

All 2 

Adults 2 

All 2 

Excellent 

100.00% 

2 0 0 

2 0 0 

2 0 0 

2 0 0 

2 0 0 

2 0 0 

2 0 0 

2 0 0 

99.83% 22 I 
99.46% 22 I 

99.39% 27 

99.82% 24 

99.65% 53 

99.94% 0 

99.95% N/A 

99.93% 4 
--· ---·· -- -··-····-

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% I 0 

100.00% 1 0 



~ 
'1:) 

Alcohol Abuse All 2 2 0 0 

Drug Abuse All 2 2 0 0 

Both Ale & Drug Abuse All 2 2 0 0 

Chronic Health Condition All 2 2 0 0 

Developmental All 2 2 0 0 

HIV/AIDS All 2 2 0 0 

Mental Health Problem All 2 2 0 0 

Physical All 2 2 0 0 

Residence Prior to Program Entry* Adults & HoH 2 2 0 0 

Length of Stay at Prior Residence Adulta & HoH 2 2 0 0 

Relationship to Head of Household' All 2 2 0 0 

Client Location• All 2 2 N/A N/A 

Domestic Violence Adults & HoH 2 2 0 0 
----- -~ -~ --

~ = HUD Universal Data Elements 

J Front Steps - Dinner(9334) --~ . ~··-- J 

Social Security Number• 

Name Data Quality• 

Date of Birth' 

GRADE BASED ON OVERALL 
PERCENTAGE: 

All 2 

All 2 

All 2 

Excellent 

100.00% 

2 0 0 

2 0 0 

2 0 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% N/A 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 



~ 

Race* All 2 2 1 0 

Ethnicity' All 2 2 0 0 

Gender* All 2 2 0 0 

Veteran Status* Adults 2 2 0 0 

Disabling Condition"' All 2 2 0 0 

Alcohol Abuse All 2 2 0 0 

Drug Abuse All 2 2 1 0 

Both Ale & Drug Abuse All 2 2 1 0 

Chronic Health Condition All 2 2 1 0 

Developmental All 2 2 1 0 

HIV/AIDS All 2 2 1 0 

Mental Health Problem All 2 2 1 0 

Physical All 2 2 0 0 

Residence Prior to Program Entry* Adults & HoH 2 2 0 0 

Length of Stay at Prior Residence Adults & HoH 2 2 0 0 

Relationship to Head of Household* All 2 2 0 0 

Client Location* All 2 2 N/A N/A 

Domestic Violence Adults & HoH 2 2 0 0 

• = HUD Universal Data Elements 

I --F~~ st;J;s--.:Em~~cyNigtrtSh~r(9238) - I 
GRADE BASED ON OVERALL 

PERCENTAGE: 

Acceptable 

97.60% 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% 0 

100.00% N/A 

100.00% 0 



Social Security Number• All 1850 1837 l 32 l 19 l 99.30% l 3 

Name Data Quality' All 1850 1839 l 0 l 5 l 99.41% l 0 

Date of Birth' All 1850 1835 0 2 99.19% 1 

Race* All 1850 1844 5 26 99.68% 4 

Ethnicity' All 1850 1842 2 5 99.57% 6 

Gender' All 1850 1845 0 2 99.73% 3 

Veteran Status' Adults 1850 1845 1 3 99.73% 1 

Disabling Condition• All 1850 1815 6 5 98.11% 20 

Alcohol Abuse All 1850 1768 1 8 95.57% I 30 

Drug Abuse All 1850 1773 2 8 95.84% I 27 

Both Ale & Drug Abuse All 1850 1763 1 8 95.30% I 26 

Chronic Health Condition All 1850 1770 2 7 95.68% I 25 

Developmental All 1850 1768 3 7 95.57% I 26 

HIV/AIDS All 1850 1769 I 1 I 7 I 95.62% I 26 

Mental Health Problem All 1850 1762 I 12 I 7 I 95.24% I 29 

Physical All 1850 1762 I 8 I 7 I 95.24% I 30 

Residence Prior to Program Entry• Adults & HoH 1850 1806 I 1 I 5 I 97.62% I 25 

Length of Stay at Prior Residence Adults & HoH 1850 1812 I 9 I 4 I 97.95% I 24 

Relationship to Head of Household' All 1850 1824 I 0 I 0 I 98.59% I 0 

Client Location* All 1850 1824 N/A N/A 98.70% I N/A 

Domestic Violence Adults & HoH 1850 1813 6 4 98.00% I 10 

~ 
<;...) 
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* = HUO Universal Data Elements 

[- Front Steps -Nighttime Laundry(9348) I 

Universal Data Element 

Social Security Number* 

Name Data Quality* 

Date of Birth* 

Race* 

Ethnicity* 

Gender* 

Veteran Status* 

Disabling Condition* 

Alcohol Abuse 

Drug Abuse 

Both Ale & Drug Abuse 

Chronic Health Condition 

Developmental 

HIV/AIDS 

Mental Health Problem 

Physical 

GRADE BASED ON OVERALL 
PERCENTAGE: 

Excellent 

100.00% 

Required 
for 

Number of Number of 
Applicable Non-Null Don't Refus 
Entry Exits Values Know ed 

All 1 1 I 0 I o I 
All 1 1 I 0 I 0 I 
All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

Adults 1 1 0 0 

All 1 1 I 0 I 0 I 

All 1 1 I 0 I 0 I 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

All 1 1 0 0 

Percent 
Complete 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

100.00% 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 
1 
I 
I 

Data Not 
Collected 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 



Residence Prior to Program Entry* Adults & HoH 1 1 0 0 100.00% 0 

Length of Stay at Prior Residence Adults & HoH 1 1 0 0 100.00% 0 

Relationship to Head of Household* All 1 1 0 0 100.00% 0 

Client Location* All 1 1 N/A N/A 100.00% N/A 

Domestic Violence Adults & HoH 1 1 0 0 100.00% 0 

* = HUD Universal Data Elements 

~ 
~ 



City of Austin Purchasing Office 

Certificate of Exemption for Professional Services, Public Health 
and Safety or Other Exempt Purchase (Competitive) 

DATE: July 13, 2018 DEPT: Austin Public Health 

TO: Purchasing Officer or Designee FROM: Vella Karman, Austin Public Health 

PURCHASING POC: Erin O'Vincent PHONE: (512) 972-5064 

Chapter 252 of the Local Govemment Code requires that municipalities comply with the 
procedures eslabOshad for competiUve sealed bids or proposals before entering Into a 
contract requiring an expenditure of $50,000 or more, unless the expenditure falls within an 
exemption Rsted In Section 252.022. 

Refer to Local Government Code 252.022 for a complete list of exemptions: 
Unk to local Govemment Code 

The City desires to see!( resgonses from more than o~ vendor using an alternate procuf'!!merit 
method selected by thS CitY anit declares this procurement to be exempt from the competitive 
soHcltaUon procedures in local Government Code Chapter 252.022. This Certificate of Exemption Is 
hereby executed and filed with the Purchasing Office as follows: 

1. The undersigned Is authorized and cerUfies that the foUowlng exemption Is applicable to this 
procurement 

Please check the criteria Usted below that applies to this request 

:_ '. 
D A prQcurement made because of a public calamity that requires the Immediate 

appropriation of mDm!Y to refjeve th~-necessity of the municipality's residents or to 
preserve the p;operty of a municipality. 

D A procurement necessary to preserve or protect the public health or safety of the 
municipality's residents. 

0 A procurement necessary because of unforeseen damage to pubUc machinery, 
equlpmen~ or other property. 

1!1 A procurement of personal, professional, or planning services 
0 other exemption from Chapter 252.022:-------

Pqc: I of2 



2. Describe this procurement (as applicable): 
• What it is for and why it is needed? 
• What public health and safety or other exempt attribute listed in Chapter 252.022 does this 

procurement contain? 
• Describe if a specific procurement method is desired to collect vendor responses such as a 

solicitation directed to a specific group of prequalified vendors or other, evaluation stages 
throughout the solicitation, etc. 

• The questions in the fonn are designed to justify why this purchase should be exempt from a 
compeUUve procurement process. Failure to provide adequate documentation to substantiate the 
request may lead to the reques~ being rejected. · 

This Certificate of Exemption is for a Request for Qualifications (RFQS) for the Austin Resource Center for the 
Homeless (ARCJj), for homeless shelter operations and administration. This will allow purchasing to conduct a 
RFqs for services at the ARCH. This will lie an open ~.rocess for respondents ... The RFQS process is exempt from 
Chapter 252.022; therefore thTS exemption form is required • 

..=.. 

3. Forward the completed and signed Certificate of Exemption to the Purchasing Office along with the 
following documentation: 

liZI Scope of Work 
D List of tasks, schedule of dellverables or milestones, and other supporting documentation 

4. Check the contract type (one-time or multi-term) and fill in the estimated dollar amount and term as 
applicable: 
D This Is a one-time request for$:....__ _____ _ 

1t1 This is a multi-tenn contract request for 30 months for the base term, in the amount of $._ ..... or.-....J' with 
four (4) 12-mos. renewal opt/! s $_jL each, for a total contract amount of$ 0 

Recommended 
Certification 

Approved 
CertifiCation 

Purchasing Office 
Review 

Purchasing Office 
Management Review Purchasirlg Officer or designee 
(If required due to signature authority level) 

Page 2 of2 

7}1&l1B 
Date 

Date 



City of 1\usri.n 

SMBR GOAL DETERMINATION REQUEST FORM 
Small & Mlr;odty Business Re:;ourc..."S 

ot-i"li"""-'""~"'IJN. 

auyer Name/Phone Erin D'Vincent 4-3070 PM Name/Phone Vella Karman 

Sponsor/User Dept. APH Sponsor Name/Phone N/A 

Solicitation No 
RFQS 4700 

Project Name 
ARCH Shelter 

EAD4000REBID Operations & Services 

Contract Amount $15,000,000 Ad Date (if applicable) 10/15/18 

Procurement Type 

OAD-CSP OAD-CM@R D AD- Design Build 
DAD- Design Build Op Maint OAD-JOC D I FB - Construction 
D IFB-IDIQ D PS - Project Specific D PS - Rotation List 
~ Nonprofessional Services D Commodities/Goods D Cooperative Agreement 
D Critical Business Need D lnterlocal Agreement D Ratification 
D Sole Source* 

Provide Project D.escription** 

This RFQS is for a qualified firm to run the ARCH Shelter Operations & Services. This is exempt from 
the SMBR program since it's for social services. 

~roJeqtHistory:.W~~ a solicitation previously issued; if so were goals established? Were 
subcontractors/subconsultants utilized? Include prior Solicitation No. 

, RFQS 4700 EAD4000 had no goals 

· S"List;th'e·,s~c.()ptfsof3.·V;ork (commodity codes) for this project. (Attach commodity breakdown py 
. petcente~ge{"'fi!J;JfP'RlSprintout acceptable) 

: "'tJ52:4·§;.:::,Yaa%· ··;/; -'0'-,~-"- ~-' 

Erin D'Vincent 

Buyer Confirmation 
.. 

* Sole Source must mclude Certtftcate of Exemptton 
**Project Description not required for Sole Source 

10/8/2018 

10/8/2018 

Date 

Date Assigned to 
BDC 

10/9/2018 

lhaccordance with Chapter2-9(A-D)-19 of the Austin City Code, SMBR makes the following 
determination: 

D Goals %MBE %WBE 

0 Subgoals %African American %Hispanic 
z_,~ ~~F;~;'t_~":-·_,A ~-·.·~ -"'~· 

% Asian/Native American %WBE 

~ Exempt from MBE/WBE Procurement Program D No Goals 

Goal Determination Request Rev 04.04.2016 



City of Ausrin 

SMBR GOAL DETERMINATION REQUEST FORM 
Small & Mir.odly Busin~s Resourc!!s 

~tM~i<lrf~ 

This determination is based upon the following: 

D Insufficient availability of M/WBEs 
D Insufficient subcontracting opportunities 
D Sufficient availability of M/WBEs 
D Sole Source 

If Other was selected, provide reasoning: 
This solicitation is exempted from M/WBE Program. 

MBE/WBEIDBE Availability 

N/A. 

Subcontracting Opportunities Identified 

N/A. 

Counselor Name 

Goal Determination Request 

D No availability of M/WBEs 
D No subcontracting opportunities 
D Sufficient subcontracting opportunities 
[g) Other 

Grant funds are being used. 

-

Signature/ Date 

Date 

Rev 04.04.2016 
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